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Get the most from this book

We all need to decide how to revise in a way that works for us, but learning each topic, testing our understanding and knowing how to answer exam questions is essential.

My Functional Skills will help you to do that in a planned way, topic by topic. Use this book in the way that works best for you: write in it, doodle, personalise your notes, and check your progress by ticking off each section as you revise.

Features to help you succeed


DIAGNOSTIC QUESTIONS

Focus! Work out which topics you need to spend more time on by answering these diagnostic questions. You can choose to focus on areas where you’re weaker and spend less time on the topics you’re already really good at.




WORKED EXAMPLE

Oh, so that’s how I do it! Every topic includes at least one worked example that guides you through the steps to answer an exam-style question.




KEY TERMS

What does that mean? On each page all the important key terms are defined, and there’s a handy summary of all of these in the glossary at the back of the book.




EXAM TIP

What is the examiner looking for? Throughout the book you’ll find hints and tips on how to approach answering questions, as well as how you might gain the most marks in the exam.




COMMON MISTAKES

Where did I go wrong? Many of the common mistakes and pitfalls students have made in Functional Skills exams are highlighted, so you can avoid making them yourself.




CHECK YOUR UNDERSTANDING

Now it’s my turn! Test your understanding of each topic with these short questions.




EXAM-STYLE QUESTIONS

Practice, practice, practice! Get exam ready by answering these exam-style questions. Review the answers online at www.hoddereducation.co.uk/functional-skills-english-answers to see ­whether you have answered correctly or where ­you went wrong.








My revision planner

Use this revision planner to plan your revision, topic by topic. Tick each box when you have:


	●  revised and understood a topic


	●  tested yourself 


	●  practised exam questions and gone online to check your answers.




Countdown to my exams

Assessment breakdown

1  Speaking, listening and communicating

1.1    Identify relevant information and lines of argument in explanations or presentations

1.2    Make requests and ask relevant questions to obtain specific  information in different contexts

1.3    Respond effectively to detailed questions

1.4    Communicate information, ideas and opinions clearly and accurately on a range of topics

1.5    Express opinions and arguments and support them with evidence

1.6    Follow and understand discussions and make contributions relevant to the situation and the subject

1.7    Use appropriate phrases and registers, and adapt contributions to take account of audience, purpose and medium

1.8    Respect the turn-taking rights of others during discussions, using appropriate language for interjection

2  Reading

2.1    Identify and understand the main points, ideas and details in texts

2.2    Compare information, ideas and opinions in different texts

2.3    Identify meanings in texts and distinguish between fact and opinion

2.4    Recognise that language and other textual features can be varied to suit different audiences and purposes

2.5    Use reference materials and appropriate strategies (e.g. using knowledge of different word types) for a range of purposes, including to find the meaning of words

2.6    Understand organisational and structural features and use them to locate relevant information (e.g. index, menus, subheadings, paragraphs) in a range of straightforward texts

2.7    Infer from images meanings not explicit in the accompanying text

2.8    Recognise vocabulary typically associated with specific types and purposes of texts (e.g. formal, informal, instructional, descriptive, explanatory and persuasive)

2.9    Read and understand a range of specialist words in context

2.10  Use knowledge of punctuation to aid understanding of straightforward texts

3  Writing

3.1    Use a range of punctuation correctly (e.g. full stops, question marks, exclamation marks, commas, possessive apostrophes)

3.2    Use correct grammar (e.g. subject–verb agreement, consistent use of different tenses, definite and indefinite articles)

3.3    Spell words used most often in work, study and daily life, including specialist words

3.4    Communicate information, ideas and opinions clearly, coherently and accurately

3.5    Write text of an appropriate level of detail and of appropriate length (including where this is specified) to meet the needs of purpose and audience

3.6    Use format, structure and language appropriate for audience and purpose

3.7    Write consistently and accurately in complex sentences, using paragraphs where appropriate

Language techniques, layout features and purposes of texts

Glossary

Answers to diagnostic questions

Index






Countdown to my exams


6–8 WEEKS TO GO


	●  What do I need to revise? Familiarise yourself with the topics you need to revise. You can use the Revision Planner in this book to help you.


	●  What will the exam look like? Look at the exam board specification or ask your tutor about the format of your Functional Skills exams: when and where will they take place? How long will they last? What types of questions might I see on the exam papers? The assessment breakdown on page 7 gives more information on this.


	●  Get organised. Organise your notes and make sure you’ve covered all the topics.


	●  Make a plan. Create a revision plan that shows the days and times you’ll revise each topic. Be realistic – small, focused sessions of around 40–50 minutes will be more achievable and successful. Make sure you allow yourself breaks. Stick to your plan!










2–6 WEEKS TO GO


	●  Make a start. Use your own revision plan to work through the topics in this book. Look at the explanations, worked examples, key terms, common mistakes and hints and tips. Highlight any important bits and make your own notes in the book if you wish. Tick off each topic when you feel confident, or come back to any topics you think you need to look at again.


	●  What do I know? Now test your understanding by answering the Check Your Understanding questions. Look at the answers online at www.hoddereducation.co.uk/functional-skills-english-answers. What did you get right? Which topics do you need to revisit?


	●  Where do I need help? Speak to your tutor about any topics you’re finding tricky. They may be able to go over them again with you as part of a revision class.


	●  Get exam ready! The best way to prepare is to practise answering lots and lots of exam questions. Have a go at the Exam-style Questions in this book and check your answers online at www.hoddereducation.co.uk/functional-skills-english-answers. Look at and attempt past ­Functional Skills exam papers – you will find these on your exam board’s website, or your tutor will be able to share some with you.


	●  Keep track. Use the Revision Planner to keep track of your progress.









1 WEEK TO GO 


	●  Have I covered everything? Check that you have revised every topic on the Revision Planner. Look at any you haven’t already now, and revisit any topics you still feel less confident about.


	●  Prepare for exam conditions. Do a complete past exam paper in timed exam conditions to help you plan your time for the real exams. Compare your answers against the mark scheme or ask your tutor to mark it for you.







THE DAY BEFORE 


	●  Last-minute check. Read through your notes and flick through this book to remind yourself of any important points, common mistakes and hints and tips.


	●  When and where is it? Check the time and place of your exam and plan your journey, allowing plenty of time to make sure you’re there on time.


	●  What do I need to take? Make sure you have everything you need for the exam – pens, highlighters and water.


	●  Relax! Your revision is complete. Give yourself some time to relax and get an early night to make sure you’re ready for the exam tomorrow.







MY FUNCTIONAL SKILLS EXAMS

Speaking, listening and communicating exam 

Date:

Time:

Location:

Reading exam

Date:

Time:

Location:

Writing exam

Date:

Time:

Location:







Assessment breakdown

The Functional Skills English exams will test you on three different elements of English that are used in work, study and life:


	●  Speaking, listening and communicating


	●  Reading


	●  Writing




Your speaking, listening and communicating exam

The speaking, listening and communicating exam may take place in your usual classroom or learning environment. It will not involve sitting quietly and writing answers; instead, you will be taking part in group activities that involve talking and listening to others. It might feel less formal than a sit-down exam, but you should still take it seriously.

There are three activities in this exam:

	1    You will give your own talk or presentation on a familiar topic, chosen by you (lasting about 3–8 minutes). This will be followed by a question-and-answer session or informal discussion, in which you will answer questions about your presentation.


	2    You will take part in a question-and-answer session or informal discussion (lasting about 5–10 minutes) following someone else’s presentation. This might be recorded or given by one of your fellow students. You will need to ask at least one question about the presentation you have just heard.


	3    You will take part in a group discussion (lasting about 10–12 minutes) on a topic given to you beforehand, not chosen by you. This topic will most likely be unfamiliar, meaning you will need to research it to gain more information, ideas and opinions.



Preparation time

You will be given preparation time before the exam, usually at least one week. This should be used for researching and preparing your presentation, including any slides or handouts you choose to use. You should not write a full script to read from – you will not be allowed to do this.

You should also research the discussion topic and plan what you would like to talk about. You can write notes that list key details, but you cannot write a script.

Your reading exam

You will be given two or three source documents to read. These will be linked by the same or a similar topic. They could be articles, adverts, leaflets, webpages, blog posts, emails, letters or many other kinds of document.

You will be asked questions about these source documents, which will test the skills described in the reading learning objectives in this book.

The questions might be asked in different ways:


	●  Some questions will ask you to choose one or more correct answers from a list of options (known as multiple choice questions). Make sure you read the question carefully so you know how many answers to tick.


	●  Some questions will ask you to find information, details or ideas in the source documents. You can often answer these with quotes/quotations from the text, or you may find it easier to explain what the text says in your own words.


	●  Some questions will ask for quotations. You should answer these with the exact words used in the document.




You are not always expected to write in full sentences, and sometimes a one-word answer is enough. Sometimes, however, you will need to answer with more detail. Read the question carefully to see if your response fully answers it. For example:

What is one product sold in Holly’s shop?

[image: ]

Milk

This is enough to answer the question fully.

[image: ]

One product sold in Holly’s shop is milk.

While this is a correct answer, you do not need to write a full sentence or repeat the question. This will just waste time.

Explain why Holly is having trouble making enough money from her shop.

[image: ]

Bread

There is not enough information here to answer the question.

[image: ]

People are not buying as much bread as they used to.

This goes into enough detail to answer the question.
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A green tick means this is a good answer.

[image: ]

A yellow tick means this answer may be acceptable, but it could be worded better or expanded upon.

[image: ]

A red X means this answer is not correct.



There may be other kinds of questions, such as ones that ask you to tick boxes to show if something is true or false, if it is fact or opinion, or which document the information comes from.

If you come across an unexpected style of question, don’t panic. Just read the instructions in the question carefully so you understand what you are expected to do.

Important information about the exam


	●  You are allowed to use a dictionary.


	●  There will be a total of 25–30 marks available across 15–20 questions.


	●  The marks available for each question will be shown in brackets.


	●  You will be given two or three source documents. These could be in a separate booklet or included in the question booklet. They might be referred to as documents, texts or sources.


	●  Make sure you read instructions carefully so you know which source document to use for each question.





Your writing exam

The writing paper has two questions. Both will test you on the writing learning objectives explained in this book.

Each question includes some important information, followed by a task. You must read all of this very carefully – do not skip straight to the task.

The information and task will tell you:


	●  What text type you should write, such as a letter, email, report, narrative, etc. For more information on these, see section 3.6 on page 81.


	●  Who you are writing to or for. If you are writing a letter or email, you should be given the postal address or email address to write to.


	●  Why you are writing, such as to persuade, to apply, to complain, etc.


	●  Any specific details that you need to include. Do not ignore these.


	●  Extra information to help with the task. This will usually be included above the task and it is very important to pay attention to it. For example, if you are asked to write a complaint, the extra information might tell you more about the problem you encountered.


	●  How long your answer should be. This might be a word count, a rough number of paragraphs to aim for, or a recommended amount of time to spend on your answer.




You should answer both writing questions. If you are running out of time


Important information about the exam
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