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Introductory notes 
 

About this document 
 
Introduction:  
 
Functional Skills qualifications are developed by awarding organisations. Each qualification will 
assess the relevant subject content.  
 
The main audience for this draft and for the final, complete, Subject Content is those awarding 
organisations offering Functional Skills qualifications. They will use the subject content to develop 
their organisation’s Functional Skills specifications. 
 
In this consultation process, awarding organisations will be providing feedback alongside other 
stakeholders.  
 
 

Other important notes on this document 
 
This document has been through many internal drafts and three iterations. It has been informed by 
employer priorities, comments and suggestions via surveys from providers and teachers/tutors, early 
discussions with awarding organisations and subject experts, as well as informed by discussions 
leading up to, and from, the consultation on the National Adult Standards for Literacy and Numeracy. 
Discussions with, and input from, Ofqual, particularly at level 2, has helped with whether the material 
set out in the content is assessable.    
 

Based on comments received during this consultation a final draft version will be produced. That then 
will be submitted to the Education and Training Foundation for further consideration.   
 

The principles underpinning the latest draft of this document are that: 
 

a) the material should be clear and straightforward; we have worked on the basis of trying to 
make it apparent what a learner of Functional Skills at any level will need to know and do; 
 

b) the content should be contained in the one document without forcing reference to other 
documents, aside from any technical documents required for regulation purposes; 
 

c) as it is often non-subject specialists who teach functional skills the Education and Training 
Foundation has plans to develop a ‘core curriculum’ containing detailed information with 
exemplification on the scope of study/coverage to support teachers and learners. This could, 
ultimately, be linked to the subject content when it is fully finalised and complete. 

 

Approaches for teaching and learning of Functional Skills English 
 
There are a number of broad, underpinning principles that thread throughout the Subject Content. 
These relate to important aspects of using and applying English to communicate, and should be 
addressed in approaches to teaching and learning to help ensure consistency and coherence.  
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1. Planning is an intrinsic and, therefore, crucial aspect of writing; 
 

2. The separate elements of English – ‘Speaking, listening and communicating’, ‘Reading’ and 
‘Writing’ – are all interconnected and should be treated holistically, where possible, in teaching 
and learning; 

 
3. Communicating effectively in daily life and work means choosing language that is appropriate to 

the audience in both ‘Speaking, listening and communicating’ and ‘Writing’; 
 

4. Progression should be expressed by requiring the learner to cover an increasingly broader range 
of unfamiliar situations at each level and tasks and contexts of increasing complexity and 
technical demand; 

 
5. A key aspect of developing skills in English is to be able to communicate with confidence and 

with an increasing level of independence. 
 
Teaching and learning should include a broad range of contexts and scope of ability at each level. 
This fits with a view of functional English as a set of tools for communicating and being understood 
in everyday life and in work. 
 

Structure of this document 
 
Content for English functionality is described in terms of  
 

 Speaking, listening and communicating; 

 Reading; 

 Writing. 
 
In interpreting the content, qualification developers and tutors should note that the content 
subsumes and builds upon the content at lower levels.  
 
At each level we have provided a purpose, learning aims and learning outcomes.  
 
The purpose and learning aim are common to Entry level 1, 2 and 3.  Levels 1 and 2 have the same 
purpose as each other but different learning aims. 
 
The document is structured by level, each with learning outcomes and assessable content.  
 
Appendix 1 contains a glossary for certain words, concepts and phrases used within, and across, 
each skill area.  
 
Appendix 2 contains information on the range and scope of contexts expected of learners at each of 
the respective levels (Entry 1 to Level 2).  
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Notes on Speaking, listening and communicating 
 
This is non-written communication, normally conducted face to face, but can also include ‘virtual’ 
communication methods such as telephone or web-based technologies. The terms ‘speaking, 
listening and communicating’ are intended to be interpreted in a broadly inclusive way and is not 
intended to create any unnecessary barriers to learners with speech or hearing impairment.  
 
Communication covers both verbal methods and the use of sign-language (such as British Sign 
Language (BSL)), where appropriate to the needs of the learner. The use of BSL is permitted as an 
alternative to English for the assessment of speaking, listening and communicating where BSL is the 
learner’s normal way of communicating. No other languages are permitted as alternatives to English.  
 

Notes on Reading 
 
‘Reading’ within functional skills qualifications is defined as the independent decoding and 
understanding of written language and text in a purposeful context.  
 

Notes on Writing 
 
‘Writing’ within functional skills qualifications is defined as the independent construction of written 
text to communicate in a purposeful context.  
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Functional English - Entry Levels 1 to 3 
 

 
Purpose 
 
A qualification to demonstrate the ability at an appropriate level to read, write, speak, listen and 
communicate in English, and apply these skills in familiar situations. This can provide the skills for 
further study to Levels 1 and 2. 
 
 

Learning Aim  
 
Functional Skills English specifications should enable learners to speak, listen, communicate, read 
and write confidently. Learners should be able to use these functional skills with some guidance and 
direction, applying them to informal, and some formal, contexts, in familiar situations.  
 
 

The scope of study in Entry Level Functional English 
 
At Entry Level, the context is familiar and accessible to the learner. The English skills demanded by 
the situation or problem are clear and straightforward. The learner demonstrates some awareness 
of audience and purpose, recognising formal and informal contexts and applying their knowledge 
and skills accordingly. The skills or techniques required may not be specific to the situation or 
problem.  At Entry level guidance and direction are provided.  
 
Please see Appendix 2 for the range of contexts and scope of ability at Entry level in ‘Speaking, 
listening and communicating’, ‘Reading’ and ‘Writing’. 
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Learning outcomes: Entry Level 1  
 

Learning outcomes: 
 

1. Communicate confidently with another person in a familiar situation about familiar topics; 

2. Understand verbal communication in simple exchanges; 

3. Make and respond to requests; 

4. Communicate clearly to be understood in simple exchanges; 

5. Follow a short piece of text on a familiar topic or experience; 

6. Understand simple, regular words and sentences; 

7. Present information using written words and phrases; 

8. Use correct spelling, punctuation and grammar to present information using written words 

and phrases. 

 

Assessable content for Entry Level 1 
 

Speaking, Listening and Communicating: Entry 1 
 
When listening, talking and discussing with another person in a familiar situation about familiar 
topics: 
 

Understand verbal communication in simple exchanges…  

 identifying the main points of short explanations 

 identifying detail using key words to extract specific information 

 following single-step instructions, confirming understanding 

 

Make and respond to requests… 

 making requests using appropriate terms 

 asking questions to obtain specific information 

 responding to requests for personal information 

 

Communicate clearly to be understood in simple exchanges… 

 making statements of fact clearly about personal information, feelings and opinions expressing 

moods and tones 

 participating in and understanding the main points of simple discussions or exchanges  
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Reading: Entry 1 
 
In texts that explain, describe or narrate, on paper or on screen… 
 

Follow a short piece of text on a familiar topic or experience… 

 identifying different purposes of texts at this level  

 recognising different layouts and organisational markers in texts 

 

Understand simple, regular words and sentences… 

 identifying simple sentence structures 

 decoding simple, regular words 

 identifying the letters of the alphabet in both upper and lower case 

 

 

Writing: Entry 1 
 
On paper or on screen to an intended audience… 
 

Present information using written words and phrases…  

 constructing simple, single clause sentences 

 

Use correct spelling, punctuation and grammar to present information using written words and 

phrases… 

 punctuating a simple sentence with a capital letter and a full stop 

 using a capital letter for the personal pronoun ‘I’ 

 using grammatical versus lexical items 

 spelling correctly personal key words and familiar words 

 writing the letters of the alphabet using upper and lower case (including writing letters in 

sequence) 
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Learning outcomes: Entry Level 2  
 
 

Learning outcomes: 
 

1. Communicate confidently to establish a shared understanding about familiar topics; 

2. Provide and obtain information in everyday contexts; 

3. Communicate clearly to be understood in straightforward exchanges; 

4. Read and understand straightforward texts that inform, describe and narrate; 

5. Understand a range of words including high frequency words; 

6. Locate information using illustrations, captions and knowledge of the alphabet; 

7. Present information using written words and phrases; 

8. Use correct spelling, punctuation and grammar to present information using written words 

and phrases. 

 

 
Note: in interpreting the content, qualification developers and tutors should note that the content 
subsumes and builds upon the content at lower levels.  
 

Assessable content for Entry Level 2 
 

Speaking, Listening and Communicating: Entry 2 
 
When listening, talking and discussing with another person in a familiar situation: 
 

Establish a shared understanding about familiar topics…  

 identifying the main points and detail   

 identifying simply-expressed feelings and opinions 

 following the gist of discussions 

 

Provide and obtain information in everyday contexts… 

 responding appropriately to straightforward questions 

 asking questions to clarify understanding 

 

Communicate clearly to be understood in straightforward exchanges… 

 clearly expressing statements of fact and short accounts and descriptions 

 making appropriate contributions to discussion  
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Reading: Entry 2 
 
In texts that inform, describe, or narrate, on paper or on screen: 
 

Read and understand straightforward texts… 

 identifying different purposes of texts at this level 

 identifying the main events in chronological texts 

 identifying different layouts and organisational markers  

 

Understand a range of words… 

 identifying linking words and adverbials in instructions and directions (e.g. next, then, right, 

straight on) 

 reading and understanding words on forms related to personal information (e.g. first name, 

surname, address, postcode, age, date of birth) 

 identifying high frequency words and words with common spelling patterns 

 

Locate information… 

 using illustrations and captions 

 using knowledge of alphabetical order and initial letters  

 using a simple dictionary to find the meaning of unfamiliar words 

 

 

Writing: Entry 2 
 
On paper or on screen with some awareness of the intended audience: 
 

Present information using written words and phrases… 

 constructing simple and compound sentences, using common conjunctions to connect two 

clauses (e.g. as, and, but) 

 

Use correct spelling, punctuation and grammar to present information using written words and 

phrases… 

 using basic punctuation correctly (including capital letters, upper and lower case, full stops and 

question marks) 

 using adjectives appropriately 

 using a capital letter for proper nouns 

 correctly spell the majority of personal details and high frequency words 
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Learning outcomes: Entry Level 3  
 
 

Learning outcomes: 
 

1. Communicate confidently with one or more people in familiar formal and informal 

situations; 

2. Make relevant points and respond to what others say to reach a shared understanding 

about familiar topics; 

3. Clarify and seek clarification when communicating with others; 

4. Communicate clearly to be understood; 

5. Read and understand informative, instructional, descriptive and narrative texts 

6. Understand words and phrases; 

7. Locate information to find and sequence words; 

8. Organise writing effectively and in short paragraphs; 

9. Use correct spelling, punctuation and grammar to organise writing effectively in short 

paragraphs. 

 
Note: In interpreting the content, qualification developers and tutors should note that the content 
subsumes and builds upon the content at lower levels.  

Assessable content for Entry Level 3 
 

Speaking, Listening and Communicating: Entry 3 
 
When listening, talking and discussing with one or more people in familiar formal and informal 

situations: 

Make relevant points and respond to what others say to reach a shared understanding about 

familiar topics… 

 following and understanding the main points of discussions  

 identifying relevant information and new information 

 listening to and responding appropriately to other points of view 

 

Clarify and seek clarification when communicating with others… 

 verbally and non-verbally (e.g. facial expressions or gestures) 

 responding to a range of questions about familiar topics 

 obtaining information in familiar situations 

 

Communicate clearly to be understood… 

 expressing clearly statements of fact  

 using appropriate clarity, speed and phrasing 

 using formal language and register, when appropriate 
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 making relevant contributions to discussions  

 respecting the turn-taking rights of others during discussions 

 

 

Reading: Entry 3 
 
In texts that inform, instruct, describe or narrate, on paper or on screen: 
 

Read and understand texts… 

 identifying the main points and ideas  

 identifying the different purposes and key functional features 

 identifying different layouts and organisational markers  

 

Understand words and phrases… 

 decoding unfamiliar words using knowledge of different types of word, of word order, and of 

possible plausible meanings (including linking words [connectives], nouns, verbs, adjectives) 

 including relevant specialist key words 

 commonly used on forms 

 and typical language of instructional texts (including use of imperatives and second person) 

 

Locate information… 

 using a dictionary to find the meaning of unfamiliar words 

 using organisational features (e.g. contents, index, menus, tabs and links) 

 using first and second place letters to find and sequence words in alphabetical order 

 

 

Writing: Entry 3 
 
On paper or on screen with some adaptation to the audience: 
 

Organise writing effectively and in short paragraphs 

 making simple plans and drafts for short pieces of written text  

 sequencing writing logically (e.g. chronologically, by task etc.) 

 writing in complete sentences 

 

Use correct spelling, punctuation and grammar to organise writing effectively in short 

paragraphs… 

 using punctuation correctly (including capital letters, full stops, question marks, exclamation 

marks) 

 identifying sentence boundaries 

 using correct basic grammar (including appropriate verb tense, subject-verb agreement) 

 correctly spelling common words and relevant key words  
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Functional English – Level 1  
 

 
Purpose  
 
A qualification for work, study and life. To demonstrate the ability at an appropriate level to read, 
write, speak, listen and communicate in English, and apply these skills effectively to a range of 
purposes in the workplace and in other real life situations. 
 
 

Learning Aim for Level 1 Functional English 
 
Functional Skills English specifications should ensure learners can speak, listen, communicate, read 
and write effectively, and confidently. Learners should be able to use these functional skills 
autonomously, applying them to a range of formal and informal contexts, familiar and less familiar 
situations in the workplace and in real life.  
 
 

The scope of study in Level 1 Functional English 
 
At level 1, the context may be less familiar than at Entry level but is accessible to the learner. The 
English skills demanded are more precise, requiring a greater level of accuracy and judgement when 
applied to a specific situation or problem. Each situation requires an organised approach and 
incorporates various options for selection. Learners evaluate the usefulness of a range of texts 
and/or information sources as well as making choices about the suitability of their responses and 
solutions, in terms of style, vocabulary, presentation and format.  
 
Guidance is provided but autonomous decisions are required to find solutions.  
 
Please see Appendix 2 for the range of contexts and scope of ability at Level 1 in ‘Speaking, listening 
and communicating’, ‘Reading’ and ‘Writing’. 
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Learning outcomes: Level 1 
 

1. Communicate effectively and confidently with others in formal and informal exchanges and 

discussions; 

2. Follow and contribute to discussions on straightforward familiar and unfamiliar topics; 

3. Communicate clearly in a way which suits the situation; 

4. Read and understand descriptive, instructional, explanatory and persuasive texts; 

5. Understand words and phrases in a range of straightforward documents; 

6. Locate information using organisational features and find the meaning of words; 

7. Communicate information, ideas and opinions taking account of purpose, context and 

audience; 

8. Use accurate spelling, punctuation and grammar when communicating information, ideas 

and opinions. 
 
 

Note: In interpreting the content, qualification developers and tutors should note that the content 
subsumes and builds upon the content at lower levels.  

Assessable content for Level 1 
 

Speaking, Listening and Communicating: Level 1 
 
In formal and informal exchanges and discussions: 
 

Follow and contribute to discussions on straightforward familiar and unfamiliar topics… 

 identifying relevant information from explanations and presentations on different topics 

 clarifying and confirming understanding using verbal and non-verbal methods (e.g. facial 

expressions, body language and verbal prompts) 

 obtaining relevant information through questioning 

 responding to questions on different topics 

 respecting the turn-taking rights of others during group discussions 

 using appropriate phrases and language for interruption in formal exchanges  

 

Communicate clearly in a way which suits the situation: 

 clearly expressing statements of fact, explanations, instructions, accounts and descriptions 

 presenting information and ideas in a logical sequence including accurate detail and 

developing ideas 

 making contributions relevant to the situation and the subject 
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Reading: Level 1 
 
In a range of descriptive, instructional, explanatory or persuasive texts on paper or on screen: 
 

Read and understand texts… 

 tracing and understanding the main events  

 identifying the main points and specific detail in text 

 identifying how language and other textual features are used to achieve different purposes  
 

Understand words and phrases… 

 inferring meaning from images which is not explicit in the text 

 recognising vocabulary associated with a range of texts types 

 identifying different uses and effects of specialist vocabulary  
 

Locate information… 

 using organisational and structural features (including contents, index, menus, subheadings, 
paragraphs, key word searches) 

 using reference material to find the meaning of unfamiliar words  
 

 

Writing: Level 1 
 
In a range of straightforward documents on paper or on screen: 

 
Communicate information ideas and opinions taking account of purpose, context and audience 

 identifying when planning and drafting is an important activity and when not 

 drafting text using an appropriate level of detail and of appropriate length  

 using appropriate format and structure  

 writing clearly and coherently in complete, complex sentences (involving two or more clauses) 

 presenting information in a logical sequence, using paragraphs where appropriate 

 using appropriate language 

 

Use accurate spelling, punctuation and grammar when communicating information ideas and 

opinions… 

 identifying and understanding the different situations when correct punctuation is important, 

and when it is less important 

 conveying clear meaning by using pronouns effectively  

 using correct grammar (including subject-verb agreement, use of tense) 

 using pronouns effectively to establish cohesion and ensure meaning is clear  

 punctuating sentences correctly using punctuation markers so that meaning is clear 

 correctly spelling words used most often in work, studies and daily life 
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Functional English Level 2 
 

Purpose  
 
A qualification for work, study and life. To demonstrate the ability at an appropriate level to read, 
write, speak, listen and communicate in English, and apply these skills effectively to a range of 
purposes in the workplace and in other real life situations. 
 

The scope of study in Level 2 Functional English  
 
At level 2, learners analyse multi-faceted tasks where the context may be unfamiliar and the 
situation or problem needs to be identified. The usefulness or validity of the tools available may not 
be immediately apparent in all situations and there may be more than one solution. An initial review 
and analysis of the task should provide some insight into the key objectives, audience and purpose 
that a learner will need to consider before determining an appropriate response or solution.  
 
Guidance may be provided, but choices are independently made and evaluated.  

 
Please see Appendix 2 for the range of contexts and scope of ability at Level 2 in ‘Speaking, listening 
and communicating’, ‘Reading’ and ‘Writing’. 

 
Learning Aim  
 
Functional Skills English specifications should ensure learners can speak, listen, communicate, read 
and write effectively, confidently and persuasively. Learners should be able to use these functional 
skills independently, applying them to a range of formal and informal contexts, familiar and 
unfamiliar situations in the workplace and in real life.  

Learning outcomes: Level 2 
 

1. Communicate effectively, confidently and persuasively with others in both formal and 

informal exchanges and discussions; 

2. Follow and contribute to discussions on topics including those that are unfamiliar; 

3. Communicate clearly in a way which suits the situation and audience; 

4. Read and understand texts of varying complexity; 

5. Understand words and phrases to detect and infer meaning; 

6. Locate information using organisational features and in a wide range of text types; 

7. Communicate information, ideas and opinions to suit subject matter, style, purpose and 

audience; 

8. Use accurate spelling, punctuation and grammar when communicating information, ideas 

and opinions. 

 

Note: In interpreting the content, qualification developers and tutors should note that the content 
subsumes and builds upon the content at lower levels.  
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Assessable content for Level 2 
 

Speaking, Listening and Communicating: Level 2  
 
In formal and informal exchanges and discussions involving others: 
 

Follow and contribute to discussions on topics including those that are unfamiliar… 

 identifying relevant information from extended explanations or presentations  

 adapting contributions to discussions to suit audience, context, purpose and situation 

 following and understanding multi-step instructions and narratives  

 responding to detailed or extended questions  

 responding positively to criticism and criticising constructively 

 making relevant contributions and helping to move discussions forward  

 interrupting and changing topic using appropriate phrases  

 reassure using verbal and non-verbal language (e.g. body language and appropriate 

phraseology) 

 

Communicate clearly in a way which suits the situation and audience… 

 clearly expressing statements of fact, explanations, instructions, accounts and descriptions 

 using appropriate structure, style and vocabulary 

 presenting information and ideas logically and persuasively using effective and accurate 

language 

 supporting opinions and arguments with evidence (using factual information and knowledge) 

 

 

Reading: Level 2 
 
In a wide range of different text types including descriptive, instructional, explanatory or persuasive 
texts on paper or on screen: 
 

Read and understand texts… 

 identifying when main details are sufficient and when it is important to have specific details  

 summarising information from documents and from different sources, distinguishing between 

the main points and detail 

 recognising how language identifies the purpose of a text 

 

Understand words and phrases to detect meaning… 

 following an argument and identifying different points of view (including objective fact and 

point of view) 

 identifying styles such as writer’s voice 

 comparing information, ideas and opinions from different sources  
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Locate information… 

 using organisational features and systems  

 in a wide range of text types and structures to identify the meanings of unfamiliar words (e.g. 

reference materials  such as hyperlinks, glossaries, legends/keys) 

 

 

Writing: Level 2 
 
In a wide range of documents on paper or on screen: 
 

Communicate information, ideas and opinions to suit subject matter, style, purpose and 

audience… 

 planning writing effectively 

 drafting text using an appropriate level of detail and of appropriate length adhering to word 

counts, where indicated 

 presenting information and ideas in a logical sequence, using paragraphs where appropriate 

 organising writing for different purposes using format and structure (e.g. tables, paragraphs, 

standard templates) 

 using formal and informal language that is understandable, effective and accurate  

 using different styles of writing (including persuasive techniques, supporting evidence, 

technical vocabulary) 

 constructing complex sentences (involving three clauses or more) 

 

Use accurate spelling, punctuation and grammar when communicating information, ideas and 

opinions… 

 conveying clear meaning and establishing cohesion using pronouns, personal pronouns and 

other organisational markers effectively  

 using correct grammar (including subject-verb agreement, correct and consistent use of 

tense) 

 punctuating sentences correctly and using complex punctuation markers accurately 

(including semi colons, colons, commas to separate clauses, apostrophes for possession and 

quotation marks) 

 correctly spelling words used most often in work, studies and daily life, including familiar 

technical words 
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Appendix 1: Glossary and definitions for the purposes of this 
subject content document 
 

Agreement  (Or concord): in some cases the form of a verb changes according to its 
subject, so the verb and subject ‘agree’, e.g. I am/he is/they are; I 
was/you were; I like/she likes, I don’t/he doesn’t. 
 

Appropriate 
 

Describes a text, word, or style that is suitably phrased for its intended 
audience and form. ‘Appropriate’ accepts that different contexts require 
different treatments and is in this respect to be differentiated from 
‘correct’, which is more concerned with the right grammatical 
formulation of an expression. 
 

Audience The people addressed by a text. The term includes listeners, readers of 
print, film/TV audiences, and users of information technology. 
 

Basic information Includes factual information such as personal details, and everyday 
situations such as directions, weather etc. 
 

Chronological An adjective that describes writing organised in terms of sequences of 
events. 
 

Common Used of words, patterns of spelling and grammatical constructions that 
occur frequently. 
 

Common spelling 
patterns 
 

Includes those for vowel phenomes (e.g. ar, oy, ow), long vowel 
phenomes (e.g. ee, ea, ei, igh, ae, oo); plurals ending in –s; verbs with –
ed and –ing endings; familiar compound words; words with common 
prefixes to indicate the negative (e.g. un-, dis-) 
 

Context The non-linguistic situation in which spoken or written language is used. 
 

Decode 
 

To translate the visual code of the letters into a word. 

Descriptive 
 

Defines text that attempts to describe an event, a process or a state 
without passing judgement on it, or offering an explanation of it. 
Because of its concern to convey an experience as accurately as 
possible, descriptive text often makes greater use of adjectives and 
figurative language than other forms of writing. 
 

Detailed reading  
 

Indicates a form of reading that is at the opposite end of the spectrum 
from skimming or scanning. Detailed reading involves careful reading in 
order to extract specific information, but also to gain a complete 
understanding of the text’s intentions and the way in which language 
choice and syntax combine to produce a particular message. 
 

Everyday An adjective used to describe text, language and situations that are the 
daily experience of most people. 
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Explanatory An adjective used to describe text written to explain how or why 
something happens. Explanatory text tends to use connectives 
expressing cause and effect (e.g. so, therefore, as a result) and time (e.g. 
later, meanwhile) and the passive voice (e.g. Tax is usually deducted at 
source) more than many other forms of text. 
 

Familiar Describes contexts, situations, sources, topics or words of which the 
learner has some prior knowledge or experience. 
 

Formal Audience, which may be dictated by the context (e.g. a letter of 
application, official documents) or the result of a lack of knowledge of 
this audience. Formal language tends to be characterised by more 
elaborate grammatical structures and by longer and more conservative 
vocabulary (e.g. receive rather than get, gratuity rather than tip). 
 

Format  
 

The way in which a text is arranged or presented, e.g. as a book, leaflet, 
essay, film/animation, audiotape or the way in which it is structured, 
e.g. the use made of headings, subheadings, diagrams/photographs 
with captions. 
 

Gist The main point or idea of a text. Reading for gist is thus reading for 
identification of the main point only. 
 

Grammar The conventions that govern the relationships between words in any 
language, including the study of word order and changes in words. 
Study of grammar enhances both reading and writing skills and supports 
effective communication. 
 

Graphic knowledge 
 

The ability to understand the key features of the English writing system, 
including the basic shape of the letters, the plural form of nouns, 
spelling patterns in verb endings, the difference between upper and 
lower case, etc. At its more complicated, this term may also be used to 
show understanding of the other features of a text, typographical or 
visual, that hold a clue to its meaning. 
 

High frequency words Words that occur frequently; someone who is unable to recognise or 
use these words will therefore be at a disadvantage. A number of 
attempts have been made (notably by Dolch) to identify those words 
that learners most need to acquire in order to advance in their learning. 
 

Informal Depicts a style of language where choices of words, grammatical 
construction and address are determined by a connection with the 
audience which may be actual or sought. Informal language tends to be 
more colloquial and familiar than formal language, to use less technical 
or complex vocabulary and to have simple grammatical structures. 
 

Instructional  
 

Describes text written to help readers achieve certain goals, e.g. recipes, 
vehicle repair manuals, self-assembly instructions. Instructional text 
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tends to use imperative verbs often placed at the beginning of 
sentences to form a series of commands, and time-related connectives. 
 

Key words The words that carry the substance of a phrase or the meaning of a 
sentence. Identifying the key words of a text is therefore a means of 
understanding its gist. The term is also applied to those words in any 
subject that, it is considered, learners have to understand if they are to 
progress. 
 

Lower case A term used to describe small letters: that is all letters that are not 
capital letters. In print, lower-case letters will be of varying size, with 
some having ‘ascenders’ and some having ‘descenders’ (parts of the 
letter rising above and below the main body of the letter, respectively), 
and some having neither. 
 

Limited, meaningful 
vocabulary 
 

A person with a limited, meaningful vocabulary is able to recognise and 
use a restricted number of words only, but these words are important 
for that person to function effectively in their everyday and working 
lives. 
 

Medium The way in which language is transmitted from one person, or an 
agency, to another. The three basic media of language are phonic 
(speech), graphic (writing) and signing (sign language for hearing 
impaired people). The term is also used to denote the means of 
communication (e.g. television, telephone, film, radio, computer, press). 
 

Narrative Describes text that re-tells events, often in chronological sequence. 
Narrative text may be purely fictional, or it may include some 
information; it may be in prose or poetic form. 
 

Organisational 
features (of text)  

Refers to those aspects of the visual display of text that give a clue to its 
status and to its relation to other pieces of text. Such features include: 
contents pages, chapter headings and other sub-headings, bullet-point 
lists, captions to photographs and illustrations, text presented in special 
display boxes, tables, footnotes, indexes, etc. 
 

Paragraph A section of a piece of writing. A new paragraph marks a change of 
focus, a change of time, a change of place or a change of speaker in a 
passage or dialogue. A new paragraph begins on a new line, usually with 
a one-line gap separating it from the previous paragraph, and 
sometimes indented. Paragraphing helps writers to organise their 
thoughts, and helps readers to follow the storyline, argument or 
dialogue. 
 

Personal key words 
 

Refers to those words that are important to learners in terms of their 
daily lives. No two people’s personal key words will be exactly the same, 
since they will include the person’s address, the names of family 
members, employer’s name and address, and so on. 
 



DRAFT Functional Skills English subject-content – consultation version 1 

     
 

22 | P a g e   D R A F T  D O C U M E N T  

Persuasive Describes a text that aims to persuade the reader. A continuous 
persuasive text typically consists of a statement of the viewpoint, 
arguments and evidence for this thesis, possibly some arguments and 
evidence supporting a different view, and a final summary or 
recommendation. Other types of persuasive text (e.g. advertisements) 
use a combination of textual features including words, sounds, images, 
animation, film and intertextual knowledge in order to persuade. 
 

Phonic 
 

Relates to vocal, or speech, sounds. As a plural noun, phonics denotes a 
method of teaching reading and spelling that is based on establishing 
the link between the sound of a word and its graphical representation. 
 

Phrase A group of two or more words smaller than a clause, forming a 
grammatical unit. Phrases can be structured around a noun (her new 
red dress), a verb (has been talking, will be coming), an adverb (I will be 
home as soon as possible), an adjective (That house is larger than 
mine.), a preposition (I saw a man in a raincoat.). 
 

Punctuation A way of marking text to help readers’ understanding. The most 
commonly used marks in English are: apostrophe, colon, comma, dash, 
ellipsis, exclamation mark, full stop, hyphen, semi-colon and speech 
marks (inverted commas). 
 

Record 
 

A way of noting information for future reference, for example, notes for 
research, definitions and explanations. The text will be organised in an 
understandable way to aid future reference, for example in tables. 
 

Register A variety of language selected for use in a specific social situation. In 
particular, the register differentiates formal from informal use of 
language. 
 

Regular 
 

An adjective used to describe words, typically verbs and nouns that 
conform to general rules. It is possible to predict the plural form of a 
regular noun, or the simple past and past participle form of a regular 
verb; it is not possible to do so with irregular nouns and verbs. 
 

Repeated language 
patterns 
 

A phrase to describe the repetition of vocabulary and the recurrence of 
structural features in grammar and spelling that enable the learner to 
make accurate predictions about the sound and sense of words and 
constructions, and therefore obtain meaning from text. 
 

Scan To look over a text very quickly, trying to find information by locating 
key words.  
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Short Denotes words, sentences and texts of such a length as to be accessible 
to learners and to enable them to experience a sense of achievement at 
having successfully decoded them. Short and long are terms which are 
also applied to vowel sounds. 
 

Sentence A sentence can be simple, compound or complex. 
A simple sentence consists of one clause (e.g. It was late). 
A compound sentence has two or more main clauses of equal weight 
joined by and, or, but or so (e.g. It was late but I wasn’t tired). 
A complex sentence consists of a main clause that includes one or more 
subordinate clauses (e.g. Although it was late, I wasn’t tired). 
In writing, sentences are marked by using a capital letter at the 
beginning, and a full stop (or question mark or exclamation mark) at the 
end. 
As well as being described by structure, sentences can be classified by 
purpose. A statement is a sentence primarily designed to convey 
information (I am happy.). A question seeks to obtain information (Are 
you happy?). 
A command or imperative instructs someone to do something (Cheer 
up!). An exclamation conveys the speaker’s/writer’s reaction (How 
happy you look today!). 
 

Short Denotes words, sentences and texts of such a length as to be accessible 
to learners and to enable them to experience a sense of achievement at 
having successfully decoded them. Short and long are terms also applied 
to vowel sounds. 
 

Sight vocabulary Words that a learner recognises on sight without having to decode them 
or work them out.  
 

Simple When applied to narrative, words, sentences, an adjective that indicates 
a basic, uncomplicated structure. A simple sentence structure, for 
example, follows the standard pattern of subject, verb and, optionally, 
object; a simple narrative will follow a chronological sequence and be 
told from one viewpoint only. 
 

Skim To read to get an initial overview of the subject matter and main ideas 
of a passage.  
 

Straightforward Describes subjects and materials that learners often meet in their work, 
studies or other activities. 
 
Straightforward content is put across in a direct way with the main 
points easily identifiable; usually the sentence structures of such texts 
are simple, and learners will be familiar with the vocabulary. 
 

Structure The way in which letters are built up into words, words built up into 
sentences and sentences built up into paragraphs, etc. Learners use 
structural features to process new words (e.g. by recognising that the 
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suffix –ly usually indicates an adverb, or that the prefix re– will convey 
the sense of ‘again’), new constructions (e.g. that initial speech marks 
are likely to indicate the start of something somebody said, that an 
exclamation mark denotes a rise in volume or emotion) and new forms 
of organisation (e.g. a new paragraph will introduce a new idea, a new 
time, or perhaps a new viewpoint). 
 

Style A difficult term to define because of its many uses. The selection of a set 
of linguistic features from all the possibilities in a language; style can be 
defined in relation to context, purpose, audience, e.g. formal or 
informal, non-specialist or technical. All language users have the 
opportunity to make linguistic choices that will determine the style of a 
piece of writing or an utterance. 
 

Summary/summarise Condensing material into a shorter form while still retaining the overall 
meaning and main points. The written form is sometimes called précis. 
Summarising demonstrates receptive skills of reading or listening 
comprehension, and evaluation and selection. It also demonstrates 
productive skills of writing or speaking, in recasting the material 
concisely and accurately. 
 

Technical vocabulary Words that have a particular meaning that depends on the (usually, 
working) context in which they are used. 
 

Text Words (and images) that are organised to communicate. This is 
materials that include the use of words that are written, printed, on 
screen or presented using Braille.  
 

Turn-taking One of the most widely recognised conventions of conversation in 
English-speaking cultures, with people speaking one at a time, taking 
turns to speak. Speakers develop (consciously or unconsciously) ways of 
signalling the wish to speak and of indicating to another person that it is 
their turn. 
 

Unfamiliar Describes contexts, situations, sources, topics or words of which the 
learner little or no prior knowledge or experience. 
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Appendix 2: Contexts and scope of study  
 

 Speaking, listening and communication Reading Writing 

Entry 1 Listen and respond to 
simple narratives, statements, questions 
and single-step instructions  
 
Speak to communicate 
basic information, feelings and opinions, 
expressing moods and tones 
 

 

Short texts with repeated language 
patterns; public signs and notices; lists; 
forms; simple narratives 
 

Forms; lists; messages; notes 
 

Entry 2 Listen and respond to 
straightforward information and 
explanations 
 
Speak to communicate information 
 

Diagrams; letters; short documents; short, 
straightforward texts 
 

Letters/emails; simple narratives 
 

Entry 3 Listen and respond to 
straightforward instructions 
 
Speak to communicate information on 
familiar topics  
 
Engage in discussion with one or more 
people 
 

Simple instructions and short reports 
 

 

Letters, narratives, simple instructions and 
short reports 
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 Speaking, listening and communication Reading Writing 

Level 1 Listen and respond to 
narratives and information on familiar 
matters encountered in everyday life and 
work, following explanations and 
instructions of varying lengths 

 Adapting responses to listener, 
medium and context 

 
Speak to communicate 
information, ideas and opinions 

 Using effective and understandable 
content 

 Taking account of the listeners and 
medium 

 
Engage in discussion with one or more 
people in familiar and unfamiliar situations 

 Making clear and relevant 
contributions in response to what 
others say 

 Demonstrating a shared 
understanding about different 
topics 

 

Blogs; charts and tables; factual texts; 
leaflets; reviews; short narratives; on the 
web, in books, newspaper articles and 
reports 
 
 
 

Emails, articles, short reports and different 
types of text: narratives, instructions, 
explanations 
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 Speaking, listening and communication Reading Writing 

Level 2 Listen and respond to extended narratives 
and information 

 Following detailed explanations 
and multi-step instructions of 
varying lengths 

 
Speak to communicate detailed 
information, ideas and opinions 

 Adapting speech and content 

 Using language that is effective 
and accurate 

 
Engage in discussion with one or more 
people in a variety of situations 

 Making clear and relevant 
contributions appropriate to 
purpose and topic 

 

web, newspapers, letters of varying 
complexity, extended narratives and 
reports 
 
 

a wide range of documents including 
extended narratives and reports 
 
 

 
 


