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Functional Skills English – Entry Levels 1 to 3 

Learning aims and outcomes at Entry Level 
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Subject Content: Entry Level 1 

Speaking, Listening and Communicating 

Scope of study 

Text: this should include simple narratives, information and instructions, and short 

statements, explanations, discussions, questions and exchanges. 

 
1. Say the names of the letters of the alphabet 

2. Identify and extract the main information from short statements and 
explanations 

3. Follow single-step instructions, asking for them to be repeated if necessary 

4. Make requests and ask straightforward questions using appropriate terms and 
registers 

5. Respond to questions about specific information 

6. Make clear statements about basic information and communicate feelings and 
opinions on straightforward topics 

7. Understand and participate in simple discussions or exchanges with another 
person about a straightforward topic 

 
Reading 

 
Scope of study 

 
Text: this should include short, simple texts that inform, describe and narrate. 

 
 

8. Read correctly words designated for Entry Level 1 (see Appendix) 

9. Read simple sentences containing one clause 

10. Understand a short piece of text on a simple subject 

 
Writing 

 
Scope of study 

 
Text: this should include short simple texts such as messages and notes.
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Writing composition 
 
 

16. Communicate information in words, phrases and simple sentences 



8  

Subject Content: Entry Level 2 

Speaking, Listening and Communicating 

Scope of study 

Text: this should include short narratives and explanations and instructions, discussions 

and straightforward information and instructions. 

 
1. Identify and extract the main information and detail from short explanations 

2. Make requests and ask clear questions appropriately in different contexts 

3. Respond appropriately to straightforward questions 

4. Follow the gist of discussions 

5. Clearly express straightforward information and communicate feelings and 
opinions on a range of straightforward topics 

6. Make appropriate contributions to simple group discussions with others about a 
straightforward topic 
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15. Use the first and second letters to sequence words in alphabetical order 

16. Spell correctly words designated for Entry Level 2 (see Appendix) 

 

Writing composition 
 
 

17. Communicate information using words and phrases appropriate to audience 
and purpose 

18. Complete a form asking for personal information (e.g. first name, surname, 
address, postcode, age, date of birth) 

19. Write in compound sentences, using common conjunctions (e.g. or, and, but) to 
connect clauses 

20.

common
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Functional Skills English – Level 1 and Level 2 

Learning aims and outcomes at Levels 1 and 2 
 
Functional Skills English qualifications at these levels indicate that students should be 

able to speak, listen, communicate, read and write clearly, accurately, confidently and 

with effectiveness. They should be able to: 

 
¶ Listen, understand and make relevant contributions to discussions with others in 

a range of contexts; 

 
¶ Apply their understanding of language to adapt delivery and content to suit 

audience and purpose; 

 
¶ Read a range of different text types confidently and fluently, applying their 

knowledge and understanding of texts to their own writing; 

 
¶ Write texts of varying complexity, with accuracy, effectiveness, and correct 

spelling, punctuation and grammar; and 

 
¶ Understand the situations when, and audiences for which, planning, drafting and 

using formal language are important, and when they are less important. 

 
Students should be able to use these functional skills autonomously, applying them to a 

range of formal and informal contexts, in the workplace and in real life. 

 
A key aspect of developing knowledge and skills in English, at Level 1 and Level 2, is to 

be able to communicate with confidence, effectiveness and with an increasing level of 

independence. 
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Subject Content: Level 2 
 
Speaking, Listening and Communicating 

 
Scope of study 

 
Text: this should include extended narratives and information (information may be on 

technical, concrete or abstract topics), discussions, detailed explanations and 

presentations, all of varying lengths. 

 
1. Identify relevant information from extended explanations or presentations 
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18. Follow an argument, identifying different points of view and distinguishing fact 
from opinion 

19. Identify different styles of writing and writer’s voice 

 

Writing 

 
Scope of study 

 
Text: this should include straightforward and complex texts such as articles, narratives, 

explanations and reports of varying lengths. 

 
Spelling, punctuation and grammar 

 
 

20. Punctuate writing correctly using a wide range of 
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Glossary for use with this Subject Content 
 

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. 

Basic information Includes factual information such as personal details, and 

everyday situations such as directions, weather etc. 

Context The purpose and audience for which spoken or written 

language is used. 

Formal Formal language tends to be characterised by more 

elaborate grammatical structures and sophisticated 

language, and is typically used to convey a more serious 

tone (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 points only. 

Common words Words that occur frequently; someone who is unable to read 

or spell these words will therefore be at a disadvantage. A 

number of attempts have been made (notably by Dolch) to 

identify those words that students most need to acquire in 

order to advance in their learning. 

Linking words Words used to link sentences and to show the relationship 

between information or ideas. Linking words can be used to 

show a sequence (e.g. first, next, finally), results (e.g. 

therefore, so) and addition (e.g. and, also). 

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 
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 a sense of achievement at having successfully decoded 

them. 

 
Short and long are terms which are also applied to vowel 

sounds. 

 
A short text is typically used to communicate everyday or 

functional information such as in notices, announcements, 

instructions, messages and invitations. 

Simple When applied to narratives, words or sentences, this means 

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. 

Specialist words Specialist words are those that have a specific meaning 

within a certain context, such as words related to a specific 

job or work environment, a pastime or hobby, or a certain 

area of study. 

Straightforward Describes subjects and materials that students 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 consist of more than one subject or 

more than one independent clause (i.e. compound 

sentence), and students will be familiar with the vocabulary. 

 
Straightforward texts are more demanding than simple texts 

containing simple sentence structure. The vocabulary of 

straightforward texts will typically consist of a range of 

familiar and common words, and some specialist words. 

Style Style can be defined as the selection of certain linguistic 

features in relation to context (audience and purpose), 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. 
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Table 1: Letter/s-sound correspondences 

h (hat) /h/ 

r (run), rr (cherry),

rr
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Functional Skills Entry Level 1 – Expectations for both reading and 
spelling 

 
Students are expected to both read and spell correctly all the words listed in the 

following table. They are not examples. They have been chosen because they are 

common words. 

 
Some of these words include only the letter/s-sound correspondences in Table 1, while 

others include unusual or unique correspondences, e.g., ‘ai’ in ‘said’. 

 
The letters underlined in the first column correspond to the sounds in the second 

column. These letters may need special attention for spelling.9 

 
Table 2: Letter/s-sound correspondences 

Letters10 Sounds11 

can, act, look, back, school /k/ 

off /f/ 

miss, cross, house /s/ 

who /h/ 

write, wrote, wrong /r/ wr
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Table 2: Letter/s-sound correspondences 

little /əl/ 

one, someone, anyone /wʌ/ 

 

In addition, students are expected to both read and spell correctly the words described 

below. Words in brackets are examples. Words and letters in bold are not examples; 

they are specific words or spellings that students are expected to both read and spell 

correctly. 

 
¶ all common words12 with one or two syllables, where the most probable 

correspondences between sounds and letters are the correct ones (e.g., it, nut, 
and, stop, rush, thing, himself) 

 

¶ common two syllable words where /iː/ at the end is spelled with ‘y’ (e.g., twenty) 
 

¶ common one or two syllable words with ay and oy, knowing that ay and oy 
usually correspond to /eɪ/ and /ɔɪ/ at the end of words (e.g., day, runway, boy) 

 

¶ -ed for the past tense, when 
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Functional Skills Entry Level 2 – Expectations for both reading and 
spelling 

 
Students are expected to both read and spell correctly all the words listed for Reading 

and Spelling for Entry Level 1 and the well

correctly
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¶ words with prefixes where in-, changes to il-, im-, ir-, before root words that begin 
with ‘l’, ‘m’, ‘p’, ‘r’ (e.g., illegal, immoral, impossible, irregular) 

 

¶ words with suffixes where the root word remains unchanged (e.g., payment, witness, 
careful, careless, partly) 

 

¶ words with suffixes where the last ‘e’ in a root word is dropped before adding a suffix 
beginning with a vowel (e.g., hoping, liked, safer) 

 

¶ words with suffixes where a root word ends with a short vowel sound and a single 
consonant letter, and the single consonant letter at the end of the root word is 
doubled before adding a suffix beginning with a vowel or ‘y’ (e.g., chopped, winner, 
getting, sunny) 

 

¶ words with suffixes where ‘y’ at the end of the root word is changed to ‘i’ before 
adding a suffix beginning with a vowel (e.g., ladies, replied, happier, happiest), but 
not before ‘–ing’ to avoid ‘ii’ (e.g., replying) 

 

¶ Words with suffixes ending in ‘-tion’ (e.g., mention, question, position, action) 
 

¶ common words with letters corresponding to sounds that are often not pronounced 
(e.g., February, library, often, every, everything, interest, ordinary) 

 

¶ the following homophones: 

there, their, they’re 

here, hear 

one, won 

to, too, two 



29  

Functional Skills Entry Level 3 – Expectations for both reading and 
spelling 

 
Students are expected to both read and spell correctly all the words listed for Reading 

and Spelling for Entry Levels 1 and 2 and the words listed in the following table. They 

are not examples. They have been chosen because they build on Entry Level 2 by 

including more of the common words that are often misspelt. The letters underlined in 

the first column correspond to the sounds in the second column. These letters may 

need special attention for spelling.17 

 
Table 4: Letter/s-sound correspondences 

Letters18 Sounds19 

appear, opposite, apply /p/ 

doubt, debt, attach, minute /t/ 

scheme, occasion, according, /k/ 

picture, actual /tʃ/ 

rough, tough, cough, enough /f/ 

listen, fasten, whistle, criticise, receive, purpose, 

increase, recent, centre, exercise, medicine, experience 

/s/ 

especially, appreciate, 
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Table 4: Letter/s-sound correspondences 

knot, knee, knife, 
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¶ common words with hyphens to join a prefix to a root word, if the prefix 
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