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Qualification at a glance

Subject area

City & Guilds number
Age group approved
Entry requirements

Assessment

Grading
Approvals

Support materials

Registration and certification

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

5692

Pre 16, 16-18, 18+, 19+

N/A

Multiple-choice Examination, Practical
Demonstration / Assignment

Levels 1-2 (Writing and Speaking and Listening):
externally set by City & Guilds and marked
internally by centres.

Levels 1-2 (Reading): externally set and marked by
City & Guilds

Pass/Fail

See page 12

Adult ESOL Core Curriculum

Sample Level 1-2 Writing and Speaking and
Listening assignments

Sample Level 1-2 Reading tests and sample
multiple-choice answer sheet

Onscreen Sample Level 1-2 Reading tests

Consult the Walled Garden/Online Catalogue for
last dates
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Title and level City & Guilds J Regulatory

qualification reference
number number

Awards - single-mode qualifications

City & Guilds Level 1 Award in ESOL 5692-02 610/7331/3 60 70
Skills for Life (Reading)

City & Guilds Level 1 Award in ESOL 5692-02 610/7332/5 90 100
Skills for Life (Writing)

City & Guilds Level 1 Award in ESOL 5692-02 610/7333/7 120 130
Skills for Life (Speaking and Listening)

City & Guilds Level 2 Award in ESOL 5692-02 610/7334/9 60 70
Skills for Life (Reading)

City & Guilds Level 2 Award in ESOL 5692-02 610/7335/0 90 100
Skills for Life (Writing)

City & Guilds Level 2 Award in ESOL 5692-02 610/7336/2 120 130

Skills for Life (Speaking and Listening)

Title and level City & Guilds J Regulatory

qualification reference
number number

Certificates — full-mode qualifications

City & Guilds Level 1 Certificate in ESOL  5692-04 610/7320/9 270 300
Skills for Life
City & Guilds Level 2 Certificate in ESOL  5692-04 610/7321/0 270 300
Skills for Life
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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 These qualifications cover the linguistic modes of

cover? 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  The single mode qualifications allow learners to focus

are there? 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 two levels
(Level 1 and Level 2), allowing progression through
the levels. Learners may progress from these
qualifications to:

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

o 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 These qualifications have been developed in
qualifications with? association with a range of providers and employers.
Is it part of an apprenticeship No

framework or initiative?
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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 & Unit title

Guilds unit
number

Single-mode (Award-sized) qualifications:

101/501 Reading

102 Writing

103 Speaking and listening
201/601 Reading

202 Writing

203 Speaking and listening

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)



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

Minimum units required

qualification

Full-mode (Certificate-sized) qualifications:

City & Guilds Entry
Level Certificate in

ESOL Skills for Life
(Level 1)

One unit in Reading at Level 1 or higher:
5692(-101 or -501), (-201 or -601)

plus one unit in Writing at Level 1 or higher:
5692-102 or -202

plus one unit in Speaking and Listening at Level 1 or higher:
5692-103 or -203

including at least one unit at Level 1:
5692(-101 or-501), -102 or -103

plus certification module 5692-904

City & Guilds Entry
Level Certificate in

ESOL Skills for Life
(Level 2)

One unit in Reading at Level 2:
5692-201 or -601

plus one unit in Writing at Level 2:
5692-202

plus one unit in Speaking and Listening at Level 2:
5692-203

plus certification module 5692-905

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)



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

o English/Mathematics Skills (3847)
e Principles of Using English/Mathematics (3844)
e Functional Skills (4748)

Northern Ireland

o Essential Skills (NI) (4800)

Wales

o Essential Skills for Work and Life (3846)
e 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.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 10
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Title and level GLH TQT
City & Guilds Entry Level Award in ESOL Skills for Life (Reading) 60 70

(Level 1)

City & Guilds Entry Level Award in ESOL Skills for Life (Writing) 90 100
(Level 1)

City & Guilds Entry Level Award in ESOL Skills for Life (Speaking 120 130
and Listening) (Level 1)

City & Guilds Entry Level Award in ESOL Skills for Life (Reading) 60 70

(Level 2)

City & Guilds Entry Level Award in ESOL Skills for Life (Writing) 90 100
(Level 2)

City & Guilds Entry Level Award in ESOL Skills for Life (Speaking 120 130
and Listening) (Level 2)

City & Guilds Entry Level Certificate in ESOL Skills for Life (Level 1) 270 300
City & Guilds Entry Level Certificate in ESOL Skills for Life (Level 2) 270 300

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)
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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 5692-02/04 using the fast-track approval form, available from the City &
Guilds ESOL Skills for Life webpage.

Centres should use the fast-track form if:

e there have been no changes to the way the qualifications are delivered
o 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.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 12
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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:

e 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)

e 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

e 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:
e internal quality assurance
o City & Guilds external quality assurance.

To carry out the quality assurance role, Internal Quality Assurers (IQAs) must:
o adhere to the requirements set out in the centre handbook
e have appropriate teaching and vocational knowledge and expertise
e have experience in quality management/internal quality assurance
e 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:
o adhere to the requirements set out in the centre handbook
e provide advice and support to centre staff
» ensure the quality and consistency of assessments and marking/grading within and
between centres using systematic sampling
e provide feedback to centres and to City & Guilds.
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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
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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 (cityandquilds.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:
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e 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)

e reusing components wherever possible

e waste procedures (ensuring that waste is minimised and recycling of components is in
place wherever possible)

e 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

Sample Level 1-2

Wriingand g0 skills for Life (5692) qualifications
Speaking & Listening webpage
assessments

www.cityandguilds.com

Sample Level 1-2
Reading tests and
sample multiple-
choice answer sheet

Onscreen Sample
Level 1-2 Reading www.cityandquildsopenassess.surpass.com
tests

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

Assessment of the qualification

Depending on the unit and level being attempted, assessment is either:

e externally assessed by City & Guilds (via a test); or
¢ 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.

Both the external and internal and assessments:

e are summative and must take place under supervised conditions

e are time-bound

¢ must be presented to candidates unseen, without prior knowledge of the assessment
topics

e must be entirely candidates’ own unaided work.

The following units are externally assessed:

Assessment types

Level How to access
assessment materials

5692-101 Level 1 Reading

(paper)

5692-501 The test is gvailable either as
a paper delivered test or as an

(onscreen) onscreen test.

5692-201  Level 2 Reading See ‘Accessing the Reading
tests at Levels 1 and 2’ for

(paper) further details.

5692-601

(onscreen)
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The following units are internally assessed:

Assessment types

Level How to access
assessment materials

5692-102 Writing All live assignments are
—  Level1 available to download from the
5692-103 Speaking and listening ESOL Skills for Life (5692)
qualifications webpage
5692-202 Writing (www.cityandguilds.com).
—— Level 2 , .
5692-203 Speaking and listening 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.
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Accessing the Reading tests at Levels 1 and 2
The externally-assessed Reading tests are available in two formats:

¢ On demand (paper-based)
The on demand model involves the use of paper-based assessment materials. There are no
fixed assessment ‘windows’, although each assessment sitting must be pre-booked a
minimum of 14 days before the intended assessment date.

e Onscreen delivery (via the e-volve system)
The onscreen model involves assessments delivered and completed entirely within e volve,
City & Guilds’ onscreen assessment platform.

As with paper-based, there are no fixed assessment ‘windows’, and each assessment must be
pre-booked (this can be as little as 30 minutes before it takes place). Candidates’ work is sent
directly from the e-volve system to City & Guilds for marking.

Choosing the right model

It is important to appreciate that neither of these delivery models will necessarily suit all
candidates, e.g. some might be more accustomed to reading documents on paper than
onscreen, whereas others may find an onscreen assessment less intimidating than a paper
‘exam’. When deciding which model to use, centre staff should think carefully about the
individual needs and preferences of their learners rather than necessarily choosing the model
that is administratively more convenient for the centre.

There is no need to specify in advance (other than when booking assessments) whether
candidates intend to use Named on Demand or Onscreen delivery

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.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)
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Test specifications

Reading tests at Level 1

Level 1: 5692-101 / 5692-501
Duration: 1 hour
Format: Multiple-choice (1 mark per question)

Grading: Pass/fail

Learning Assessment criteria Number Facility
outcome of marks/ j§ value
questions
1 Read a 1.1 Trace the main events of a range of texts
range of texts
for different 1.2 Distinguish between the different purposes of
purposes texts
1.3 Use organisational and structural features to 10-13 80

infer meaning from text

1.4 Scan texts to locate information

1.5 Obtain specific detail from texts

2 Apply 2.1 ldentify grammatical features and their
principles of purpose in text
text when
reading 2.2 Use strategies to work out the meaning of
. 14-16 70
words in context
2.3 Identify punctuation features and their
purpose in text
3 Use 3.1 Use reference material to obtain information
strategies to 5.6 60
locate text and 3.2 Use features of text to locate information ;
information
Total 32
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Reading tests at Level 2

Level 2:
Duration:
Format:
Grading:

Learning
outcome

1 Read a
range of texts
for different

5692-201 / 5692-601

1 hour

Multiple-choice (1 mark per question)
Pass/fail

Number

Assessment criteria

1.1 Trace the main events of a range of texts

1.2 Distinguish between the different purposes of

of marks/

questions

11114
value

purposes texts
1.3 Read critically to evaluate information from a
variety of texts 16-19 80
1.4 Scan texts to locate information
1.5 Obtain specific detail from texts
1.6 Read an argument and identify the points of
view
2 Apply 2.1 ldentify grammatical features and their
principles of purpose in text
text when
reading 2.2 |dentify punctuation features and their
. 11-13 70
purpose in text
2.3 Use strategies to work out the meaning of
technical and unfamiliar vocabulary
3 Use 3.1 Use reference material to obtain information
strategies to 3.4 60
locate text and 3.2 Use features of text to locate information ;
information
Total 32
City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 22



5 Units

Structure of the units

These units each have the following:
e City & Guilds reference number

o title

o level

o Guided Learning Hours (GLH)
e unitaim

e assessment method

e Learning Outcomes (LOs), which are comprised of a number of Assessment Criteria (ACs)
e range statements

e 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 101/501 Reading

Unit 101/501 Reading
Level: Level 1
GLH: 60

Assessment method:  Multiple-choice exam

Relationship to other  This unit is mapped to the following National Standards
standards: for Adult Literacy (Reading) at Level 1:

e read and understand straightforward texts of
varying lengths on a variety of topics accurately
and independently

e read and obtain information from different
sources.

Learners are expected to:

¢ trace and understand the main events of
continuous descriptive, explanatory and
persuasive texts (4.2.1)

e recognise how language and other textual
features are used to achieve different purposes
e.g. to instruct, explain, describe, persuade
(4.2.2)

¢ identify the main points and specific detail and
infer meaning from images which is not explicit in
the text (4.2.3)

e use organisational and structural features to
locate information e.g. contents, index, menus,
subheadings, paragraphs (4.2.4)

¢ use different reading strategies to find and obtain
information (4.2.5)

e use reference material to find the meaning of
unfamiliar words (4.2.6).

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 ability to
read and understand straightforward texts on a range of
topics.

These assessment criteria will be assessed against the language conventions stated in the
Adult ESOL Core Curriculum.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)
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Unit 101/501 Reading

Learning outcome

The learner will:

LO1 Read a range of texts for different purposes (4.2.1, 4.2.2, 4.2.3, 4.2.4, 4.2.5)

Assessment criteria
The learner can:

AC1.1 Trace the main events of a range of texts (Rt/L1.1a)

AC1.2 Distinguish between the different purposes of texts (Rt/L1.2a)

AC1.3 Use organisational and structural features to infer meaning from text (Rt/L1.5a)
AC1.4 Scan texts to locate information (Rt/L1.5a)

AC1.5 Obtain specific detail from texts (Rt/L1.5a)

Range

AC1.1-1.5 Texts — chronological, continuous descriptive, persuasive, explanatory texts of
more than one paragraph e.g. letters, newspaper/magazine articles, adverts, stories, emails,
scripts, web pages, instructions, recipes, reports, poems, posters.

AC1.1 Main events — how meaning is built up in paragraphed texts, understand that meaning
can be implied as well as explicitly stated. Recognise that knowledge of context, grammar and
vocabulary all contribute to determining overall sense.

AC1.2 Purposes —e.g. instruct, explain, describe, persuade, entertain, request action, tell a
story. Distinguish between objective versus persuasive accounts and explanatory versus
instructional. Awareness of use of adverbials to distance the writer from the fact or opinion
expressed e.g. ‘apparently’, ‘supposedly’. 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 and structural features — skim text for organisational/structural
features e.g. contents, index, menus, subheadings, captions, diagrams, website links,
paragraphs. Infer meaning from images/diagrams.

AC1.4 Information —relevant to purpose.

AC1.5 Specific — relevant information. Understand when to read every word e.g. instructions,
directions. Distinguish between main points and specific detail.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 25



Unit 101/501 Reading

Learning outcome
The learner will:

LO2 Apply principles of text when reading (4.2.6)

Assessment criteria

The learner can:

AC2.1 Identify grammatical features and their purpose in text (Rs/L1.1a, Rw/L1.2a)
AC2.2 Use strategies to work out the meaning of words in context (Rw/L1.3a)
AC2.3 Identify punctuation markers and their purpose in text (Rs/L1.2a)

Range

AC2.1 Grammatical features — e.g. sentence structure, clauses, word order, word
classes/families and how the same words can be from different families e.g. verb (‘to record’),
noun (‘a record’), adjective ‘(a record level of..."), word meanings - positive and negative
connotations e.g. ‘slim’, ‘slender’, ‘skinny’. Links e.g. relative pronouns, repetition, re-iteration.

AC2.2 Strategies —e.g. word structure, related words, word roots, derivations and
borrowing.

AC2.3 Punctuation markers — end of sentence punctuation e.g. full stops, question marks,
exclamation marks. Commas - to separate clauses in complex sentences. Colons, speech
marks including single inverted commas, apostrophes to indicate contractions and
possessives, bullet points to highlight key points, brackets.

Learning outcome

The learner will:

LO3 Use strategies to locate text and information (4.2.4, 4.2.5, 4.2.6)

Assessment criteria

The learner can:

AC3.1 Use reference material to obtain information (Rt/L1.5b, Rw/L1.1a)
AC3.2 Use features of text to locate information (Rt/L1.3a, Rt/L1.4a, Rt/L1.5a)

Range

AC3.1 Reference material — read and look up words in a dictionary, bilingual dictionary,
thesaurus.

AC3.2 Features — Structural: e.g. bullets, columns, headings, subheadings, images, captions,
diagrams, colour, font, font size. Organisational: e.g. contents, index, menus, tabs, website
links.
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Unit 101/501 Reading

Adult Core Curriculum guidance

Simple, compound and complex sentences, with Level 1
more than one subordinate clause

e word order in sentences with more than one .
subordinate clause

e there had been .

e arange of conjunctions to express contrast, reason, .
purpose, consequence, result, condition, concession

e conditional forms, using if and unless with past and use of °
would
e non-defining relative clauses °
o defining relative clauses with where or whose ®
e participial clauses to describe accompanying actions with —
ing
e clause as subject or object
e reported speech with a range of tenses, including use of .
would and had
e arange of embedded questions using if and whether .
e reported questions with if and whether .
e use of had and would in reported questions
e reported requests

. statements with question tags using L1 tenses .

e reported instructions °

Noun phrase

e more-complex noun phrases with pre- and post-modification .
e word order of determiners .
e use of definite, indefinite and zero article with a wide range .

of nouns in a range of uses

e range of expressions to indicate possession

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

e present perfect continuous .
e past perfect
e present and past simple passive .
e use of would in conditional sentences .
e causative use of have and get
e modals: .

— ought to express obligation

— negative of need and have fo to express absence of

obligation

— would to express hypotheses

— use of forms — would like + object + infinitive
e arange of phrasal verbs, eg to give way, to hold out, to run .

into

Adjectives

e comparisons, using fewer and less .
e collocation of adjective + preposition .
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Adverbs and prepositional phrases

e prepositions to express concession, e.g. in spite of, despite

¢ collocations of:
— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. to have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

¢ arange of adverbial phrases of time, manner, degree, extent,
place, frequency, probability

e comparative and superlative forms of adverbs

e a wide range of intensifiers

Discourse

¢ arange of discourse markers expressing:
— addition

— cause and effect
- contrast, e.g. however
- sequence and time, e.g. at a later date

o markers to structure spoken discourse
o use of ellipsis in informal speech and writing

e arange of logical markers
e sequence markers
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Unit 102 Writing
Level: Level1
GLH: 90

Assessment method:  Assignment

Relationship to other  This unit is mapped to the following National Standards
standards: for Adult Literacy (Writing) at Level 1:

¢ write to communicate information, ideas and
opinions clearly using length, format and style
appropriate to purpose and audience.

Learners are expected to:

e plan and draft writing (4.3.1)

e judge how much to write and the level of detail to
include (4.3.2)

e present information in a logical sequence, using
paragraphs where appropriate (4.3.3)

e use language suitable for purpose and audience
(4.3.4)

¢ use format and structure for different purposes
(4.3.5)

e write in complete sentences (4.3.6)

e punctuate sentences correctly and use
punctuation so that meaning is clear (4.3.7)

o spell correctly words used most often in work,
studies and daily life (4.3.8)

e proof-read and revise writing for accuracy and
meaning (4.3.9)

e produce legible text (4.3.10).

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 writing
skills to enable them to organise and produce accurate
text appropriate to the 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 in the relevant
assignment Assessment Pack.
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Learning outcome

The learner will:

LO1 Plan and organise writing (4.3.1, 4.3.2, 4.3.3, 4.3.5)

Assessment criteria

The learner can:

AC1.1 Plan writing using key points (Wt/L1.1a-b)

AC1.2 Produce sequenced and logical text using paragraphs (Wt/L1.3a)

AC1.3 Produce text with length and detail suitable for the genre (Wt/L1.2a, Wt/L1.6a)
AC1.4 Use format and structure suitable for purpose and audience (Wt/L1.5a)

Range

AC1.1 Plan —understand a range of techniques and use an appropriate method, e.g.
spidergrams, bullet points, mind maps, making notes, lists, diagrams, flow charts.

AC1.2 Sequenced — order and sequence information linked with more than one paragraph.

Clear opening statement, core/key points and a clear ending/conclusion.

AC1.3 Text — e.g. complex forms, letters, reports, emails, narratives, explanations,
presentations, essays.

AC1.3 Detail — decide how much to write and the level of detail to provide, based on the
purpose of the text and the audience

AC1.4 Format and structure — appropriate format and features of layout, e.g.
paragraphing, listing, columns, line breaks, headings, numbering, bullet points, graphics.
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Learning outcome

The learner will:

LO2 Produce accurate text (4.3.4, 4.3.6, 4.3.7, 4.3.8, 4.3.9, 4.2.10)

Assessment criteria
The learner can:

AC2.1 Use language suitable for purpose and audience (Wt/L1.4a)

AC2.2 Construct complex sentences (Ws/L1.1a)

AC2.3 Write grammatically correct sentences using a range of tenses (Ws/L1.2a)

AC2.4 Use punctuation to add clarity and meaning (Ws/L1.3a)

AC2.5 Spell correctly key words related to own work, leisure and study interests (Ww/L1.1a-b)
AC2.6 Proof-read and correct text (Wt/L1.7a)

AC2.7 Produce text that is legible and fit for purpose (Ww/L1.2a)

Range

AC2.1 Language — appropriate language and register (formal/informal) suitable for the
situation and form of communication. Features of formal and informal register e.g. types of
vocabulary and collocation, phrasal verbs (e.g. ‘make do’, ‘clear away’), idioms, level of
formality suitable for the situation.

AC2.2 Complex —main clause and one or more subordinate clauses using a

range of connectives, e.g. ‘as’, if, ‘so’, ‘though’, prepositional, adjectival and adverbial words
and phrases appropriate to the level of formality.

AC2.3 Tenses — consistent use and correct use of subject - verb agreement. Correct use of
countable and uncountable nouns, and continuous and perfect sentence forms.

AC2.4 Punctuation - beginning and end of sentence punctuation, commas for listing,
between clauses and after connectives, e.g. ‘however’. Apostrophes for possession and
omission.

AC2.5 Key words - special interest vocabulary appropriate for different audiences, use of
suffixes e.g. -ette’, -ism’, ‘-st’, “-ic’. Use of prefixes e.g. ‘hyper-', ‘anti-, ‘pre-*, ‘ex-". A range of
common collocations, e.g. ‘have a break’, ‘take a chance’, ‘save time’.

AC2.6 Proof-read - for meaning, layout, spelling, grammar and punctuation. Correction of any
errors.
AC2.7 Legible — clear formation of words and letters, with appropriate spacing, size and

position of letters, loopiness, consistency of direction, writing on the line. If it cannot be
understood by the audience - it is not legible.
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Unit 102 Writing

Adult Core Curriculum guidance

Simple, compound and complex sentences, with Level 1
more than one subordinate clause

e word order in sentences with more than one .
subordinate clause

e there had been .

e arange of conjunctions to express contrast, reason, .
purpose, consequence, result, condition, concession

e conditional forms, using if and unless with past and use of °
would
e non-defining relative clauses °
o defining relative clauses with where or whose ®
e participial clauses to describe accompanying actions with —
ing
e clause as subject or object
e reported speech with a range of tenses, including use of .
would and had
e arange of embedded questions using if and whether .
e reported questions with if and whether .
e use of had and would in reported questions
e reported requests

. statements with question tags using L1 tenses .

e reported instructions °

Noun phrase

e more-complex noun phrases with pre- and post-modification .
e word order of determiners .
e use of definite, indefinite and zero article with a wide range .

of nouns in a range of uses

e range of expressions to indicate possession

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

e present perfect continuous .
e past perfect
e present and past simple passive .
e use of would in conditional sentences .
e causative use of have and get
e modals: .

— ought to express obligation

— negative of need and have fo to express absence of

obligation

— would to express hypotheses

— use of forms — would like + object + infinitive
e arange of phrasal verbs, eg to give way, to hold out, to run .

into

Adjectives

e comparisons, using fewer and less .
e collocation of adjective + preposition .
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Adverbs and prepositional phrases

e prepositions to express concession, e.g. in spite of, despite

¢ collocations of:
— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. to have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

¢ arange of adverbial phrases of time, manner, degree, extent,
place, frequency, probability

e comparative and superlative forms of adverbs

e a wide range of intensifiers

Discourse

¢ arange of discourse markers expressing:
— addition

— cause and effect
- contrast, e.g. however
- sequence and time, e.g. at a later date

o markers to structure spoken discourse
o use of ellipsis in informal speech and writing

e arange of logical markers
e sequence markers
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Unit 103

Speaking and listening

Unit 103 Speaking and listening
Level: Level 1
GLH: 120

Assessment method:  Assignment

Relationship to other  This unit is mapped to the following National Standards
standards: for Adult Literacy (Speaking and Listening) at Level 1:

listen and respond to spoken language, including
information and narratives, and follow
explanations and instructions of varying lengths,
adapting response to speaker, medium and
context

speak to communicate information, ideas and
opinions, adapting speech and content to take
account of the listener(s) and medium

engage in discussion with one or more people in
familiar and unfamiliar situations, making clear
and relevant contributions that respond to what
others say and produce a shared understanding
about different topics.

Learners are expected to:

listen for and identify relevant information from
explanations and presentations on a range of
straightforward topics (4.1.1)

listen for and understand explanations,
instructions and narratives on different topics in a
range of contexts (4.1.2)

use strategies to clarify and confirm
understanding e.g. facial expressions, body
language and verbal prompts (4.1.3)

provide feedback and confirmation when
listening to others (4.1.4)

make contributions relevant to the situation and
the subject (4.1.5)

speak clearly in a way which suits the situation
(4.1.6)

make requests and ask questions to obtain
information in familiar and unfamiliar contexts
(4.1.7)

respond to questions on a range of topics (4.1.8)
express clearly statements of fact, explanations,
instructions, accounts and descriptions (4.1.9)
present information and ideas in a logical
sequence and include detail and develop ideas
where appropriate (4.1.10)
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e follow and contribute to discussions on a range
of straightforward topics (4.1.11)

e respect the turn-taking rights of others during
discussions (4.1.12)

e use appropriate phrases for interruption (4.1.13).

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

Aim:  The aim of this unit is to develop the learner’s speaking
and listening skills to enable them to obtain and convey
information in a range of contexts.

These assessment criteria will be assessed against the language conventions stated in the
Adult ESOL Core Curriculum. The language conventions can be found in the relevant
assignment Assessment Pack.

Learning outcome
The learner will:

LO1 Obtain information from oral communication by listening (4.1.1, 4.1.2)

Assessment criteria
The learner can:

AC1.1 Identify the gist of oral communication in different contexts (Lr/L1.6a)
AC1.2 Identify detail in oral communication in different contexts (Lr/L1.2d-e)
ACA1.3 Identify relevant information in different contexts (Lr/L1.1a, Lr/L1.2a, c)

Range

AC1.1-1.3 Contexts — explanations, instructions, narratives, discussions, presentations - face

to face, recordings, telephone.
AC1.1 Gist — context, genre, meaning, identify speaker, situation and topic.

AC1.2 Detail —formality, grammatical detail (e.g. use of passive constructions / relative

pronouns in formal interactions, prepositional phrases in instructions), phonological detail (e.

how stress can change meaning, intonation, pitch).

g.

AC1.3 Information — key words and phrases within context, infer meaning of unknown words

in context, respond to instructions, sequence markers.
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Learning outcome

The learner will:

LO2 Convey information in spoken communication (4.1.6, 4.1.9, 4.1.10)

Assessment criteria

The learner can:

AC2.1 Speak clearly when conveying information in different contexts (Sc/L1.1a-b)
AC2.2 Use language and register according to context (Sc/L1.1c)
AC2.3 Give information based on a straightforward topic (Sc/L1.3a-e, Sc/L1.4a-b)

Range

AC2.1-2.2 Contexts — statements, narratives/accounts, descriptions, explanations,
instructions.

AC2.1 Clearly —to be understood; articulate sounds and pronounce words in connected
speech. Speak naturally, appropriate to the situation.

AC2.2 Register — adapt register according to the situation / relationship between speakers
(informal/familiar formal exchanges).

AC2.3 Information — use logical sequence, give details, develop ideas, elaborate, give
reasons and contrasting ideas.
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Learning outcome

The learner will:

LO3 Take part in discussions (4.1.3,4.1.4,4.1.5,4.1.7,4.1.8,4.1.11,41.12, 41.13)

Assessment criteria

The learner can:

AC3.1 Follow the main points of a straightforward discussion (Lr/L1.1b, Lr/L1.2a, Lr/ L1.6b-d)

AC3.2 Make relevant contributions in spoken interactions (Lr/L1.2b-c, Lr/L1.5a, Sc/L1.4b,
Sd/L1.1a-c, Sd/L1.2a-b)

AC3.3 Make requests to obtain information (Sc/L1.2a-b, Lr/L1.3a)

AC3.4 Respect the participation rights of others in a discussion (Sd/L1.2c, Sd/L1.3a,
Sd/L1.4a, Lr/L1.4a).

Range

AC3.1 Follow — use of a range of markers to indicate listening (e.g. utterances 'uh huh...", 'l
see...', 'absolutely..."). Recognise context. identify statements, opinion/factual information.

AC3.2 Contributions —introductions, invite, accept/refuse invitations, apologise, warn,
likes/dislikes, give reasons, give own viewpoint, respond to other points of view, express
opinions/doubt/surprise, respond to others, expand the discussion, give advice, persuade.

AC3.3 Requests — personal and factual information, clarify and confirm understanding,
directions, instructions, explanations, descriptions, permission.

AC3.4 Respect — involve others, use appropriate phrases for interruption, provide feedback
and confirmation, negotiate, verbal and non-verbal cues (e.g. facial expressions, gestures).
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Unit 103 Speaking and listening

Supporting information

Communicative functions

At Level 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

* introduce others

« ask for personal information

* describe self/others

» ask for descriptions of people

* describe places and things

« ask for descriptions of things, places
* compare people, places, things

* make comparative questions

* narrate events in the past

» ask about past events

» give factual accounts — define
« ask for definitions
« give factual accounts — classify

« give factual accounts — describe a simple
process

» ask about processes

* generalise

* give examples

* express obligation and reasons
* express absence of obligation

* report information

» make requests in informal and formal situations

— ask for something

» make requests in informal and formal situations
— ask someone to do something for you

» make requests in informal and formal situations
— ask for permission

+ ask for confirmation

* respond to request for confirmation
* check back

* give views and opinions

* hypothesise

* explain, and give reasons

» show contrast, reason, purpose, consequence,
result

* express feeling, likes and dislikes, hopes

« ask about people’s feelings, opinions, interests,
wishes, hopes

* ask for advice and suggestions
* make suggestions and give advice
* make recommendations

* respond to request for instructions

* interrupt

* praise and compliment
* persuade

» complain

e warn

« take leave
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Adult Core Curriculum guidance

Simple, compound and complex sentences, with Level 1
more than one subordinate clause

e word order in sentences with more than one .
subordinate clause

e there had been .

e arange of conjunctions to express contrast, reason, .
purpose, consequence, result, condition, concession

e conditional forms, using if and unless with past and use of °
would
¢ non-defining relative clauses ®
e defining relative clauses with where or whose *
e participial clauses to describe accompanying actions with —
ing
e clause as subject or object
e reported speech with a range of tenses, including use of .
would and had
e arange of embedded questions using if and whether .
e reported questions with if and whether .
e use of had and would in reported questions
e reported requests

. statements with question tags using L1 tenses .

e reported instructions .

Noun phrase

e more-complex noun phrases with pre- and post-modification .
e word order of determiners .
o use of definite, indefinite and zero article with a wide range .

of nouns in a range of uses

e range of expressions to indicate possession

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

e present perfect continuous .
e past perfect
e present and past simple passive .
e use of would in conditional sentences .
e causative use of have and get
e modals: .

— ought to express obligation

— negative of need and have to to express absence of

obligation

— would to express hypotheses

— use of forms — would like + object + infinitive
e arange of phrasal verbs, eg to give way, to hold out, to run .

into

Adjectives

e comparisons, using fewer and less .
e collocation of adjective + preposition .
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Adverbs and prepositional phrases

e prepositions to express concession, e.g. in spite of, despite

¢ collocations of:
— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. to have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

¢ arange of adverbial phrases of time, manner, degree, extent,
place, frequency, probability

e comparative and superlative forms of adverbs

e a wide range of intensifiers

Discourse

¢ arange of discourse markers expressing:
— addition

— cause and effect
- contrast, e.g. however
- sequence and time, e.g. at a later date

o markers to structure spoken discourse
o use of ellipsis in informal speech and writing

e arange of logical markers
e sequence markers
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Unit 201/601 Reading
Level: Level 2
GLH: 60

Assessment method:  Multiple-choice exam

Relationship to other  This unit is mapped to the following National Standards
standards: for Adult Literacy (Reading) at Level 2:

e read and understand a range of texts of varying
complexity accurately and independently

¢ read and obtain information of varying length and
detail from different sources.

Learners are expected to:

e trace and understand the main events of
continuous descriptive, explanatory and
persuasive texts (5.2.1)

¢ identify the purpose of a text and infer meaning
which is not explicit (5.2.2)

e identify the main points and specific detail (5.2.3)

e read an argument and identify the points of view
(5.2.4)

e read critically to evaluate information and
compare information, ideas and opinions from
different sources (5.2.5)

e use organisational features and systems to
locate texts and information (5.2.6)

¢ use different reading strategies to find and obtain
information, e.g. skimming, scanning, detailed
reading (5.2.7)

e summarise information from longer documents
(5.2.8)

e read and understand technical vocabulary (5.2.9)

e use reference materials to find the meanings of
unfamiliar words (5.2.10).

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 ability to
read and understand a range of texts on a variety of
topics.

These assessment criteria will be assessed against the language conventions stated in the
Adult ESOL Core Curriculum.
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Learning outcome

The learner will:

LO1 Read a range of texts for different purposes (5.2.1, 5.2.2, 5.2.3, 5.2.4, 5.2.5, 5.2.8)

Assessment criteria
The learner can:

AC1.1 Trace the main events of a range of texts (Rt/L2.1a)

AC1.2 Distinguish between the different purposes of a range of texts (Rt/L2.2a)

AC1.3 Read critically to evaluate information from a variety of texts (Rt/L2.5a, Rt/L2.8a)
AC1.4 Scan texts to locate information (Rt/L2.7a)

AC1.5 Obtain specific detail from texts (Rt/L2.3a, Rt/L2.7a)

AC1.6 Read an argument and identify the points of view in text (Rt/L2.4a)

Range

AC1.1-1.6 Texts — of more than one paragraph - chronological, descriptive, persuasive,
explanatory e.g. adverts, leaflets, articles, reports, recipes, detailed instructions, textbook
extracts, travel guides, property details, opinion columns, editorials, medical advice, financial
guidance, short stories, novels, poems.

AC1.1 Main events — how continuous texts are structured around main events, ideas or
themes. Understand that meaning can be inferred as well as explicitly stated. Understand that
main points can be indicated in different ways in different text types e.g. headings, topic
sentence, key dates, adverbs of time.

AC1.2 Purposes —e.g. persuade, request action, instruct, tell a story, entertain, review,
report, describe, argue, advise, explain. Distinguish between objective versus persuasive
accounts and explanatory versus instructional. Awareness of use of adverbials to distance the
writer from the fact or opinion expressed, e.g. ‘apparently’, ‘supposedly’. Awareness that
similar types of text can have different purposes, audience and intended outcomes, e.g.
colloquial expressions in posters and advertisements, use of register in formal letters.

AC1.3 Evaluate — compare information, ideas and opinions, identify bias, summarise, infer
implicit meaning from text. Recognise how the same information can be presented differently
for different audiences, diagrams, website links, paragraphs. Infer meaning from
images/diagrams.

AC1.4 Information — relevant to purpose.

AC1.5 Specific — relevant information. Understand when to read every word e.qg. instructions,
directions. Distinguish between main points and specific detail.

AC1.6 Points of view —characteristics/structures of a written argument and the difference
between objective fact and opinion/point of view. Awareness of discourse markers, e.g. ‘on
the one hand...’, ‘another point of view is...’; link and contrast arguments, e.g. ‘for instance...’;
show structure of text, e.g. ‘to sum up...”.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 42



Unit 201/601 Reading

Learning outcome
The learner will:

LO2 Apply principles of text when reading (5.2.7, 5.2.9)

Assessment criteria
The learner can:

AC2.1 Identify grammatical features and their purpose in text (Rs/L2.1a)

AC2.2 Identify punctuation markers and their purpose in text (Rs/L2.2a)

AC2.3 Use strategies to work out the meaning of technical and unfamiliar vocabulary
(Rw/L2.1a, Rw/L2.3a).

Range

AC2.1 Grammatical features — different grammatical features used to work out meaning and
confirm understanding through knowledge of different sentence structures - inverted, different
clauses, rhetorical questions, conditional sentences, passive sentence structures, ambiguity.

AC2.2 Punctuation markers — end of sentence markers: full stops, question marks,
exclamation marks. Use of colons, semicolons, hyphens, dashes in lists; brackets, speech
marks, apostrophes, and commas.

AC2.3 Strategies — e.g. word structure, related words, word roots, derivations and borrowing.
Use of context to determine the meaning of words, recognise metaphors, clichés, idioms,
similes.

Learning outcome
The learner will:

LO3 Use strategies to locate text and information (5.2.6, 5.2.10)

Assessment criteria
The learner can:

AC3.1 Use reference material to obtain information (Rw/L2.2a)
AC3.2 Use features of text to locate information (Rt/L2.6a)

Range
AC3.1 Reference material — read and look up words in a dictionary, bilingual dictionary,
thesaurus.

AC3.2 Features — structural: e.g. bullets, columns, headings, subheadings, colour, font, font
size, paragraphs. Organisational: e.g. hyperlinks, menus, icons, URLs, webpages
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Reading

Adult Core Curriculum guidance

Simple, compound and complex Level 1
sentences, with more than one

subordinate clause

Simple, compound and complex Level 2
sentences, with a wide range of

subordinate clauses

word order in sentences with more than one subordinate
clause

* word order in complex sentences, including choice of order
for emphasis

there had been

e there could be/would be/should be
o could have/would have/should have

a range of conjunctions to express contrast, reason,
purpose, consequence, result, condition, concession
conditional forms, using if and unless with past and use of
would

non-defining relative clauses

defining relative clauses with where or whose

participial clauses to describe accompanying actions with —
ing

clause as subject or object

e a wide range of conjunctions, including on condition that,
provided that

o conditional forms, using had + would/could/should have

e comparative clauses The faster he talked, the less |
understood

e more complex participial clauses with —ing and —ed

« fronting and cleft sentences for emphasis

reported speech with a range of tenses, including use of
would and had

» reported speech, using a range of verb forms

a range of embedded questions using if and whether
reported questions with if and whether

use of had and would in reported questions

reported requests

e more complex embedded questions
» reported questions, using a range of verb forms

statements with question tags using L1 tenses

» statements with question tags, using L2 verbs and tenses

reported instructions

e imperative + question tag

Noun phrase

more-complex noun phrases with pre- and post-
modification
word order of determiners

e noun phrases of increasing complexity
« use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

* use of zero article with a wide range of countable and
uncountable nouns in a range of constructions

range of expressions to indicate possession

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

present perfect continuous

past perfect

present and past simple passive

use of would in conditional sentences
causative use of have and get

» use of a wide range of simple, continuous, perfect and
perfect continuous verb forms, active and passive

e would expressing habit in the past

e use of had + would/could/should have in conditional
sentences

modals:
— ought to express obligation

— negative of need and have to to express absence of
obligation

— would to express hypotheses

— use of forms— would like + object + infinitive

e modals expressing past obligation, possibility, rejected
conditions e.g. should have, might have, could have, must
have, can’t have

a range of phrasal verbs, e.g. to give way, to hold out, to
run into

* wide range of phrasal verbs with a number of particles, e.g.
to get round to, to carry on with

Adjectives

comparisons, using fewer and less
collocation of adjective + preposition

e connotations and emotive strength of adjectives
o collocation of a range of adjectives + prepositions

Adverbs and prepositional phrases

prepositions to express concession, e.qg. in spite of, despite
collocations of:

— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. fo have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

a range of adverbial phrases of time, manner, degree,
extent, place, frequency, probability

comparative and superlative forms of adverbs

a wide range of intensifiers
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Discourse

e arange of logical markers

e arange of discourse markers expressing:
e sequence markers

— addition

— cause and effect

- contrast, e.g. however

- sequence and time, e.g. at a later date

e markers to structure spoken discourse
o use of ellipsis in informal speech and writing
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Writing

Unit 202

Level:
GLH:
Assessment method:

Relationship to other
standards:

Writing

Level 2

90

Assignment

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

¢ write to communicate information, ideas and
opinions clearly and effectively, using length,
format and style appropriate to purpose, content
and audience.

Learners are expected to:

e plan and draft writing (5.3.1)

e judge how much to write and the level of detail to
include (5.3.2)

¢ present information and ideas in a logical or
persuasive sequence, using paragraphs where
appropriate (5.3.3)

e use format and structure to organise writing for
different purposes (5.3.4)

e use formal and informal language appropriate to
purpose and audience (5.3.5)

o use different styles of writing for different
purposes, e.g. persuasive techniques,
supporting evidence, technical vocabulary (5.3.6)

e construct complex sentences (5.3.7)

e use correct grammar, e.g. subject-verb
agreement, correct and consistent use of tense
(5.3.8)

e use pronouns so that their meaning is clear
(5.3.9)

¢ punctuate sentences correctly and use
punctuation accurately, e.g. commas,
apostrophes, inverted commas (5.3.10)

o spell correctly words used most often in work,
studies and daily life, including familiar technical
words (5.3.11)

o proof-read and revise writing for accuracy and
meaning (5.3.12)

e produce legible text (5.3.13).

The learning outcomes are mapped to the National
Standards for Adult Literacy and the assessment criteria
are mapped to the Adult ESOL Core Curriculum.
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Aim:  The aim of this unit is to develop the learner’s writing
skills to enable them to organise and produce accurate
text in a style appropriate to the 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 in the relevant
assignment Assessment Pack.

Learning outcome

The learner will:

LO1 Plan and organise writing (5.3.1, 5.3.2)

Assessment criteria
The learner can:

AC1.1 Use a planning strategy to produce text (Wt/L2.1a-b)
AC1.2 Produce text with length and detail suitable for the genre (Wt/L2.2a-b)

Range

AC1.1 Planning strategy — appropriate to the text, audience and level of detail required, e.g.
spidergrams, bullet points, flow charts, tree diagrams, charts, timelines.

AC1.2 Length and detail — understand that the nature of the content, purpose and audience
determine the level of detail and length of text required. Delete unimportant details and
repeated information.

Learning outcome

The learner will:

LO2  Structure written text according to purpose (5.3.3, 5.3.4, 5.3.5, 5.3.6)

Assessment criteria
The learner can:

AC2.1 Present information using coherent structure and features (Wt/L2.3a, Wt/L2.4a,
Wt/L2.5a)

AC2.2 Use different styles of writing for different situations and purposes (Wt/L2.63a,
Wt/L2.7a)
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Range

AC2.1 Information — explanations, descriptions, persuasive texts, reports, letters,
presentations, essays, creative texts e.g. poetry, plays, short stories.

AC2.1 Coherent — appropriate format, structure and language (formal/informal), paragraphed
using appropriate connectives, e.g. ‘in spite of...’, ‘the fact that...’, ‘accordingly...’, suitable for
the purpose and audience. Text is sequential/ordered appropriately. Know features of formal
and informal register e.g. types of vocabulary and collocation, phrasal verbs, idioms.

AC2.2 Situations and purposes — writing style (language, sentence structure) that is

appropriate for the genre, purpose, audience, context and desired outcome, e.g. persuade,
report, inform, review, console, complain, entertain.
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Learning outcome

The learner will:

LO3 Produce accurate text (5.3.7, 5.3.8, 5.3.9, 5.3.10, 5.3.11, 5.3.12, 5.3.13)

Assessment criteria
The learner can:

AC3.1 Use a range of sentence structures including complex sentences (Ws/L2.1a)

AC3.2 Write grammatically correct sentences using a range of tenses (Ws/L2.2a)

AC3.3 Use pronouns to improve clarity of writing (Ws/L2.3a)

AC3.4 Use correct punctuation to add clarity and meaning (Ws/L2.4a)

AC3.5 Spell words used in a variety of situations correctly (Ww/L2.1a-b)

AC3.6 Proof-read and correct text for meaning, spelling, grammar and punctuation (Wt/L2.8a)
AC3.7 Produce text that is legible and fit for purpose (Ww/L2.2a)

Range

AC3.1 Sentence structures - use appropriate structures and understand when to use simple,
compound and complex structures. e.g. third person in factual texts, passives in reports.
Understand that variety within the structure of a text makes the writing more interesting.
AC3.2 Grammatically correct - correct and consistent use of tenses in simple, compound
and complex sentence structures.

AC3.3 Pronouns - Know and use pronouns, identify personal, possessive and relative
pronouns e.g. ‘I’, ‘me’, ‘we’, ‘mine’, ‘yours’, ‘ours’, ‘who’, ‘which’.

AC3.4 Punctuation — use of commas e.g. listing in connected prose, between clauses, in
complex sentences, after connectives. Use of apostrophes for possession and omission. Use
of inverted commas for direct speech and to indicate a quotation.

AC3.5 Words - used in work, studies and daily life including technical vocabulary to express
information, ideas and opinions.

AC3.6 Proof-read - for ambiguity and repetition. Identify errors and omissions in meaning,
layout, grammar, punctuation and spelling.

AC3.7 Legible — clear formation of words and letters with appropriate spacing, size and
position of letters, writing on the line. Appropriate use of looping and consistency of direction.
If it cannot be understood by the audience - it is not legible
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Writing

Adult Core Curriculum guidance

Simple, compound and complex Level 1
sentences, with more than one

subordinate clause

Simple, compound and complex Level 2
sentences, with a wide range of

subordinate clauses

word order in sentences with more than one subordinate
clause

* word order in complex sentences, including choice of order
for emphasis

there had been

e there could be/would be/should be
o could have/would have/should have

a range of conjunctions to express contrast, reason,
purpose, consequence, result, condition, concession
conditional forms, using if and unless with past and use of
would

non-defining relative clauses

defining relative clauses with where or whose

participial clauses to describe accompanying actions with —
ing

clause as subject or object

e a wide range of conjunctions, including on condition that,
provided that

o conditional forms, using had + would/could/should have

e comparative clauses The faster he talked, the less |
understood

e more complex participial clauses with —ing and —ed

« fronting and cleft sentences for emphasis

reported speech with a range of tenses, including use of
would and had

» reported speech, using a range of verb forms

a range of embedded questions using if and whether
reported questions with if and whether

use of had and would in reported questions

reported requests

e more complex embedded questions
» reported questions, using a range of verb forms

statements with question tags using L1 tenses

» statements with question tags, using L2 verbs and tenses

reported instructions

e imperative + question tag

Noun phrase

more-complex noun phrases with pre- and post-
modification
word order of determiners

e noun phrases of increasing complexity
« use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

* use of zero article with a wide range of countable and
uncountable nouns in a range of constructions

range of expressions to indicate possession

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

present perfect continuous

past perfect

present and past simple passive

use of would in conditional sentences
causative use of have and get

» use of a wide range of simple, continuous, perfect and
perfect continuous verb forms, active and passive

e would expressing habit in the past

e use of had + would/could/should have in conditional
sentences

modals:
— ought to express obligation

— negative of need and have to to express absence of
obligation

— would to express hypotheses

— use of forms— would like + object + infinitive

e modals expressing past obligation, possibility, rejected
conditions e.g. should have, might have, could have, must
have, can’t have

a range of phrasal verbs, e.g. to give way, to hold out, to
run into

* wide range of phrasal verbs with a number of particles, e.g.
to get round to, to carry on with

Adjectives

comparisons, using fewer and less
collocation of adjective + preposition

e connotations and emotive strength of adjectives
o collocation of a range of adjectives + prepositions

Adverbs and prepositional phrases

prepositions to express concession, e.qg. in spite of, despite
collocations of:

— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. fo have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

a range of adverbial phrases of time, manner, degree,
extent, place, frequency, probability

comparative and superlative forms of adverbs

a wide range of intensifiers
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Discourse

e arange of logical markers

e arange of discourse markers expressing:
e sequence markers

— addition

— cause and effect

- contrast, e.g. however

- sequence and time, e.g. at a later date

e markers to structure spoken discourse
o use of ellipsis in informal speech and writing
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Speaking and listening

Unit 203 Speaking and listening
Level: Level 2
GLH: 120

Assessment method:  Assignment

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

listen and respond to spoken language, including
extended information and narratives and follow
detailed explanations and multi-step instructions of
varying length, adapting response to speaker,
medium and context

speak to communicate straightforward and detailed
information, ideas and opinions clearly, adapting
speech and content to take account of the
listener(s), medium, purpose and situation

engage in discussion with one or more people in a
variety of different situations, making clear and
effective contributions that produce outcomes
appropriate to purpose and topic.

Learners are expected to:

listen for and identify relevant information from
extended explanations or presentations on a range
of topics (5.1.1)

listen to, understand and follow lengthy or multi-
step instructions and narratives on a range of topics
and in a range of contexts (5.1.2)

speak clearly and confidently in a way which suits
the situation (5.1.3)

respond to detailed or extended questions on a
range of topics (5.1.4)

respond to criticism and criticise constructively
(5.1.5)

make requests and ask questions to obtain detailed
information in familiar and unfamiliar contexts
(5.1.6)

express clearly statements of fact, explanations,
instructions, accounts, descriptions using
appropriate structure, style and vocabulary (5.1.7)
present information and ideas in a logical sequence
and provide further detail and development to clarify
or confirm understanding (5.1.8)

make relevant contributions and help to move
discussions forward (5.1.9)

adapt contributions to discussions to suit audience,
context, purpose and situation (5.1.10)

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04)

52



Unit 203 Speaking and listening

» use appropriate phrases for interruption and change
of topic (5.1.11)

* support opinions and arguments with evidence
(5.1.12).

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 in a range of contexts adapting speech and
content to take account of the audience, purpose and
situation.

These assessment criteria will be assessed against the language conventions stated in the
Adult ESOL Core Curriculum. The language conventions can be found in the relevant
assignment Assessment Pack.

Learning outcome

The learner will:

LO1  Obtain information from oral communication by listening (5.1.1, 5.1.2)

Assessment criteria
The learner can:

AC1.1 Listen and respond to information from the spoken word in different contexts (Lr/L2.1a-b)
AC1.2 Identify detail in different contexts (Lr/L2.2a, c-€)
AC1.3 Identify a speaker’s feelings and attitude (Lr/L2.2b)

Range

AC1.1-1.2 Contexts — face to face or recorded: explanations, presentations, multi-step
instructions, narratives, discussions, presentations. Recordings: e.g. podcasts, news reports,
audio books, radio shows. Face to Face: e.g. group discussions, lectures, theatre

shows.

AC1.1 Information — extract relevant details in context for different purposes (e.g. follow
directions, buying a technical product).

AC1.2 Detail — discourse markers, language and lexis appropriate for different contexts,
common collocations.

AC1.3 Feelings and attitude — infer meaning that is not explicitly stated by recognising
intonation, pitch and stress. (e.g. 'lt was interesting'). Recognise when feelings are expressed
overtly. (e.g. 'l loved it").
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Learning outcome
The learner will:

LO2 Convey information in spoken communication (5.1.3, 5.1.7, 5.1.8)

Assessment criteria

The learner can:

AC2.1 Speak clearly to suit a situation (Sc/L2.1a-c)
AC2.2 Present information based on a specific topic or context (Sc/L2.4a-f, Sc/L2.5a)

Range

AC2.1 Clearly —to be understood, articulate sounds and pronounce words in connected
speech, speak naturally and use assimilation and elision in speech. Use of correct word stress
for the distinction between words of the same family (e.g. ‘subside’, ‘subsidence’).

AC2.1 Situation — formal/informal dependent on medium, purpose and context.

AC2.2 Information — statements of fact, factual accounts, events in the past, lengthy
explanations, multi-step instructions, reports, descriptions, comparisons, accounts.

City & Guilds ESOL Skills for Life Level 1 and 2 (5692-02/04) 54



Unit 203 Speaking and listening

Learning outcome

The learner will:

LO3 Take part in discussions (5.1.4, 5.1.5, 5.1.6, 5.1.9 5.1.10, 5.1.11, 5.1.12)

Assessment criteria

The learner can:

AC3.1 Make relevant contributions in spoken interactions (Lr/L2.3a, Lr/L2.4a-b, Sd/L2.1a, Sd/L2.3a)
AC3.2 Adapt contributions according to the situation (Sd/L2.2a-d, Sd/L2.5a)

AC3.3 Make requests to obtain information (Sc/L2.3a-b)

AC3.4 Respond to constructive suggestions (Sc/L2.2a)

AC3.5 Make constructive suggestions (Sc/L2.2a, Sd/L2.4a)

Range

AC3.1-3.2 Contributions — ask and respond to questions, give own viewpoint, respond to
other points of view, change topic, interrupt appropriately, recognise and use different features
of verbal and non-verbal language.

AC3.2 Situation — audience, context, purpose, level of formality.

AC3.3 Requests — ask for something, ask someone to do something, ask for permission. Use
a range of question types (e.g. question tags, embedded questions). Use intonation
appropriate to the level of formality and situation.

AC3.4-3.5 Constructive suggestions — direct and indirect methods of making constructive
comments and suggestions. Identify when suggestions and comments are positive and
helpful. Support opinions and arguments with evidence (E.g. 'According to...." 'My research
shows that...").
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Speaking and listening

Unit 203

Supporting information

Communicative functions

Speaking and listening

At Level 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 and sustain social interaction
* give personal information

* ask for personal information

* describe self/others

« ask for descriptions of people

+ give general and specific descriptions of things
and places

* ask for descriptions of things, places
* narrate

» ask about past events

» give factual accounts — define within
explanations

« ask for definitions

« give factual accounts — give examples

« give factual accounts — classify
* generalise and compare/contrast

« give factual accounts — describe a complex
process

» ask about processes
 express obligation in the past

« express definite and tentative arrangements in
the future

* report
» explain and give reasons
* give instructions

e summarise

* give views, opinions and justification
+ ask for advice

* respond to requests for confirmation
+ ask for confirmation

* clarify

* rephrase for clarification or emphasis

* check back
* express feelings, likes and dislikes, wishes

* ask about people’s feelings, opinions, interests,
wishes, hopes

» make requests in informal and formal situations
— ask for something

» make requests in informal and formal situations
— ask someone to do something

» make requests in informal and formal situations
— ask for permission

« criticise, rebuke
* give reassurance and praise

* negotiate

* persuade
» complain

e warn and threaten

* interrupt
* disagree
» change the topic

« take leave
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* hypothesise

* speculate
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Speaking and listening

Adult Core Curriculum guidance

Simple, compound and complex Level 1
sentences, with more than one

subordinate clause

Simple, compound and complex Level 2
sentences, with a wide range of

subordinate clauses

word order in sentences with more than one subordinate
clause

* word order in complex sentences, including choice of order
for emphasis

there had been

e there could be/would be/should be
o could have/would have/should have

a range of conjunctions to express contrast, reason,
purpose, consequence, result, condition, concession
conditional forms, using if and unless with past and use of
would

non-defining relative clauses

defining relative clauses with where or whose

participial clauses to describe accompanying actions with —
ing

clause as subject or object

e a wide range of conjunctions, including on condition that,
provided that

* conditional forms, using had + would/could/should have

e comparative clauses The faster he talked, the less |
understood

e more complex participial clauses with —ing and —ed

« fronting and cleft sentences for emphasis

reported speech with a range of tenses, including use of
would and had

» reported speech, using a range of verb forms

a range of embedded questions using if and whether
reported questions with if and whether

use of had and would in reported questions

reported requests

e more complex embedded questions
» reported questions, using a range of verb forms

statements with question tags using L1 tenses

» statements with question tags, using L2 verbs and tenses

reported instructions

e imperative + question tag

Noun phrase

more-complex noun phrases with pre- and post-
modification
word order of determiners

e noun phrases of increasing complexity
« use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

use of definite, indefinite and zero article with a wide range
of nouns in a range of uses

* use of zero article with a wide range of countable and
uncountable nouns in a range of constructions

range of expressions to indicate possession

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

present perfect continuous

past perfect

present and past simple passive

use of would in conditional sentences
causative use of have and get

» use of a wide range of simple, continuous, perfect and
perfect continuous verb forms, active and passive

e would expressing habit in the past

e use of had + would/could/should have in conditional
sentences

modals:
— ought to express obligation

— negative of need and have to to express absence of
obligation

— would to express hypotheses

— use of forms— would like + object + infinitive

e modals expressing past obligation, possibility, rejected
conditions e.g. should have, might have, could have, must
have, can’t have

a range of phrasal verbs, e.g. to give way, to hold out, to
run into

* wide range of phrasal verbs with a number of particles, e.g.
to get round to, to carry on with

Adjectives

comparisons, using fewer and less
collocation of adjective + preposition

e connotations and emotive strength of adjectives
o collocation of a range of adjectives + prepositions

Adverbs and prepositional phrases

prepositions to express concession, e.qg. in spite of, despite
collocations of:

— verbs + prepositions, e.g. to attend to, point at

— nouns + prepositions, e.g. fo have an interest in

e prepositions + —ing form
e prepositions followed by noun phrases

a range of adverbial phrases of time, manner, degree,
extent, place, frequency, probability

comparative and superlative forms of adverbs

a wide range of intensifiers
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Discourse

e arange of logical markers

e arange of discourse markers expressing:
e sequence markers

— addition

— cause and effect

- contrast, e.g. however

- sequence and time, e.g. at a later date

e markers to structure spoken discourse
o use of ellipsis in informal speech and writing
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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:

e centre quality assurance criteria and monitoring activities

e administration and assessment systems

e centre-facing support teams at City & Guilds/ILM

e 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:
e conducting examinations
e registering learners
e appeals and malpractice.

Useful contacts

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

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

e 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.cityandquilds.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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