Frequently Asked Questions: Functional Skills

General Queries
Q:. What are Functional Skills
Q:  What is the unit structure of the qualification? 
Q: What format do Edexcel assessments take (paper or onscreen)? 

Q: How many ‘assessment opportunities’ per year is Edexcel offering for FS Levels 1 and 2?
Q: How many FS levels are Edexcel offering?
Q: What are your costs of Functional Skills with Edexcel   
Q: Are all candidates charged for retakes?
Q:  What are the extra costs? For example: centre registration 
Q: How many times can candidates re-sit?
Q: How long will we have to wait for results?
Q: How close to the test can we make entries?
Q: Do learners have to take FS at the same level or can a learner take Level 2 English and maths and a Level 1 in ICT?
Q: Are there any age limits to candidates taking the tests? Can they be taken at Year 9?
Q: Can learners who don’t have English as their first Language achieve Functional Skills qualifications? 
Q: Are there sample assessment papers available?
Q: What are the pass marks for Functional Skills 

Q: How will centres be able to apply for special access considerations for candidates?
Q: Can generic office software e.g. Star/Open Office, MS Office 2007 etc. be used for ICT?
Q: What is your system for registration of candidates? 
Q: Do you have the dates for 2010/2011 exams?
Q: What training do you offer or plan to offer? 

Q: What teaching support will edexcel offer?
Q: When are the FS results available on ResultsPlus?
Q: What is your telephone helpline response time? 
Q: Are there significant changes from pilot to 2010 Functional offering?
Q: Are there any qualifications that act as a proxy for FS?
Q: Have you any funding information relating to Functional Skills for post 16 learners?
Q: How do we manage large cohorts sitting the ICT tests?
Q. How do we manage large cohorts sitting mathematics and English test?
FS, GCSE and the Diploma

Q: Do all FS have to be achieved to complete the Diploma?
Q: What GLH are assigned for Functional Skills 
Q: Will there be aspects of ‘functionality’ in the new GCSEs in maths, English and ICT from September 2010?
Q: Can I do my FS with another Awarding Organisation & my GCSE with Edexcel? And could I do  Edexcel for both? Can FS be with Edexcel & a GCSE with another Awarding Organisation?
Questions for Entry Level Functional Skills
Q: How do I make registrations for Entry Level Functional Skills?
Q: Can learners re-sit their Entry Level Functional Skills assessment should they not pass?
Q: What do Entry Level Functional Skills look like?
Q: How do I gain access to the live assessments and an external verifier?
Q: Are Entry Level Functional Skills available onscreen?
Q: Who is the qualification for? 
Q: What are the assessment methods? 
Q: Are sample tests available?
Q: What resources and publications will be available? 
Q: What is the approvals process for new and existing centres? 
Q: What is the quality assurance/EV process? 
Q: What are the requirements for tutors who will be teaching FS?
Q: How much can be assessed within the NVQ/BTEC element?
Q: Are the invigilation requirements the same as Key Skills? 
Q: How, and to who, will centres submit test papers for marking?  
Q: For sectors with large volumes of learners can customised tests be developed that would reflect the sector eg engineering? 
Q: For the Level 1 and 2 exams, will the centre receive blank answer sheets or will the papers have the learners names printed on the answer sheet?
Q: Have you a tool to help assess our learners ability? 
Q: Are there any published resources for post 16 learners
Q: How do I make learner entries for level 1 and 2 Functional Skills qualifications
Q: How do I make learner registrations and entries for entry level Functional Skills qualifications
Q. How do we administer the 5 day window 
Q. Can a learner who is absent on the date of their assessment take the assessment on another day within the 5 day window ?
Q:. What are Functional Skills
A: DCFS have defined functional skills as:

‘the core elements of English, mathematics and ICT that provide an individual with the essential knowledge, skills, and understanding that will enable them to operate confidently effectively and independently in life and at work.’

(14-19 Education and Skills: Implementation Plan (DfES, 2005a)

Functional Skills are the essential elements of English, mathematics and ICT that everyone needs in order to operate confidently, effectively and independently in life and work. 

Functional Skills involves a more engaging way to learn, through applying skills through using problem solving techniques in English, mathematics and ICT, as the learning stays relevant and contextualised.

Functional Skills teaching will help learners achieve better grades at GCSE and other qualifications, and have a positive effect on raising achievement.

They are designed to develop transferable skills that may be used in a wide variety of contexts at work and in life in general.

These qualifications are compulsory to achieve the new Diploma, and are also compulsory within the  new Apprenticeship and will be replacing Key Skills from 31st March 2010 within the Apprenticeship frameworks. They are not currently compulsory within Key Stage 4.

Functional Skills allow learners to gain the skills which employers are asking for, and for future prosperity.  Employers say that not enough school leavers have the essential skills for the workplace.
[Return to top]
Q:  What is the unit structure of the qualification? 

A: Functional Skills are structured separately, depending on subject. All Functional Skills are pass/fail qualifications:

· English: Assessed through three units – Reading, Writing & Speaking, Listening and Communication. These can be banked separately. 

· Mathematics: One single assessment. 

· ICT: One single assessment – undertaken on a workstation using data files, but actual paper is printed. 

FS quals. Are, or are set to be components of the following:

· Foundation Learning

· Apprenticeships (replacing Key Skills)

· 14-19 Diplomas

As well as stand-alone qualifications
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Q: What format do Edexcel assessments take (paper or onscreen)? 

A: English & maths are paper-based. ICT is also paper-based – although the activities are carried out on the computer. 
For Levels 1 and 2 English and maths, we will be moving to an onscreen assessment in April 2011

[Return to top]
Q: How many ‘assessment opportunities’ per year is Edexcel offering for FS Levels 1 and 2?

A: We will be offering eight opportunities per year for English and maths and four for ICT with a five day assessment window.
English and maths: October, November, January, February,  March, May, June and July,  the first assessment opportunity for 2010 will be November 
ICT: November, January, March and June. Further details can be found here: 
http://www.edexcel.com/migrationdocuments/Functional%20skills1/Functional%20Skills%20Exam%20Series%20v3.4.pdf. 

[Return to top]
Q: How many FS levels are Edexcel offering?

A: Five Levels: Entry 1, 2 and 3, Level 1 and Level 2. There is no FS at Level 3 at this time. 
Information regarding Entry Level Functional Skills can be found here: 

www.edexcel.com/quals/func-skills/entry/Pages/default.aspx
[Return to top]
Q: What are your costs of Functional Skills with Edexcel   

A: The cost per L1 & 2 qualifications are £12.00 per level per subject this is a reduction of 50p from our pilot qualifications. For English, Reading - £5.00, Writing £5.00, S&L £2.00. If you have passed and banked one or more of these units you won’t be charged again.
Entry Level qualifications are charged at £10 per subject registration and registration will be closed on claiming level certificate. 
[Return to top]
Q: Are all candidates charged for retakes?

A: All re-sits require marking and are therefore chargeable at Level 1 &2. Entry Level are free as a registration is only closed after claiming a certificate.
[Return to top]
Q:  What are the extra costs? For example: centre registration 

A: There are no additional costs
[Return to top]
Q: How many times can candidates re-sit?

A: Candidates can re-sit the tests as many times as required, you will have to make a new entry each time.
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Q: How long will we have to wait for results?

A: Results will be received between 5 & 6 weeks of assessment and certificates will be received two weeks after results have been received.
[Return to top]
Q: How close to the test can we make entries?

A: You can make entries without late fees up to 3 weeks prior to the test date.

[Return to top]
Q: Do learners have to take FS at the same level or can a learner take Level 2 English and maths and a Level 1 in ICT?

A: Learners are able to sit different Functional Skills at different levels. If learners are taking FS as standalone qualifications, they should sit tests at the level appropriate to them 

If learners are taking a Diploma, all three FS subjects have to be achieved at least at the appropriate Level for the Diploma the learner is studying for. (Foundation Diploma = FS Level 1, Higher and Advanced Diplomas = FS Level 2). 

[Return to top]
Q: Are there any age limits to candidates taking the tests? Can they be taken at Year 9?

A: No, there are no set age limits for taking FS tests. Centres are advised to show due consideration for learners’ maturity and their readiness for assessment when entering them for these tests. A key finding from the Edexcel pilot so far has shown that some Year 9 candidates found contexts used in assessment challenging and would have benefited from more preparation for the assessment. Formative assessments by the centre should inform the decision to enter the learner at the appropriate level.  

[Return to top]
Q: Can learners who don’t have English as their first Language achieve Functional Skills qualifications? 

A: Yes. EAL learners can in some circumstances benefit from FS. Centres considering this option need to review our sample assessment materials to see if this is appropriate for their learners. Depending on their language skills, they may also benefit from a specific ESOL (English for Speakers of Other Languages) Skills for Life qualification, with more information at www.edexcel.com/quals/esol/Pages/default.aspx. 
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Q: Are there sample assessment papers available? 

Sample assessment papers and the specifications are now available on our website. All pilot past papers have been removed as these are no longer relevant from September 2010.
English: www.edexcel.com/quals/func-skills/english/Pages/Documents.aspx 

Mathematics: www.edexcel.com/quals/func-skills/maths/Pages/Documents.aspx 

ICT: www.edexcel.com/quals/func-skills/ict/Pages/Documents.aspx 
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Q: What are the pass marks for Functional Skills 
A: They will not be the same every series. The papers are awarded (the pass marks set) every paper along, this awarding process takes into account the FS standards and candidate performance on that particular paper. We do expect to move towards pre-set pass marks in the future. 
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Q: How will centres be able to apply for special access considerations for candidates?

A:  Instructions for special considerations attached:
 
[image: image1.emf]N:\Prod Mgr\ Functional Skills\special considerations\special considerations.pdf
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Q: Can generic office software e.g. Star/Open Office, MS Office 2007 etc. be used for ICT?

A: Yes - Standard Office Software is used for Edexcel FS ICT tests, specific branded software is not specified. Occasionally data files may be provided using Microsoft programmes, but centres that are not able to support these file types will be able to obtain files in CSV format on request. 

For further information regarding datafiles for ICT Functional Skills L1/2 see the latest ICE document which can be found under ‘Key documents’ www.edexcel.com/quals/func-skills/Pages/key-documents.aspx
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Q: What is your system for registration of candidates? 

A: Entries are made via EDI or Edexcel Online. Entries information is available electronically http://www.edexcel.com/migrationdocuments/Functional%20skills1/Functional%20Skills%20Support%20Guide.pdf
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Q: Do you have the dates for 2010/2011 exams?
A: 
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Q: What training do you offer or plan to offer? 

A: There will be some  subject specific online (webinars) in preparation for teaching these will  be specific sessions for those centres delivering to pre 16 (schools) and post 16 (adult) learners. We also offer customised briefings to large centres who wish to know more about Functional Skills and our offer.
More information can be found here, and this page will be regularly updated:  http://www.edexcel.com/quals/func-skills/Pages/training.aspx. 
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Q: What teaching support will edexcel offer?
A: The FS website will have sample papers with examiner commentary

 HYPERLINK "http://www.edexcel.com/quals/func-skills/teach-support-material/Pages/default.aspx" 
, example schemes of work, example lesson plans, mapping documents for GCSE and Key Skills, termly newsletter and email updates. We will also be providing all our centres with a free basic Initial Assessment tool that will provide a basic skills leveller for understanding the level to enter your learners for maths and English.  ResultPlus our exclusive results analysis service, this provides feedback to centres and provides a local and national comparison of results.

Our publishing team will be providing teaching and learning material in hard and soft copy. 
You can also contact one of our experts at:

English: functionalskillsenglish@edexcelexperts.co.uk  

Maths: functionalskillsmaths@edexcelexperts.co.uk 

ICT: functionalskillsict@edexcelexperts.co.uk 
General: functionalskills@edexcel.com
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Q: When are the FS results available on ResultsPlus?

A: ResultsPlus is available on the same day results are released and these dates are published in the Information manual. 

[Return to top]
Q: What is your telephone helpline response time? 

A: Most queries come to us via our Customer Services Team. If we are unable to answer the phone, a log will be assigned and the query will be dealt with in 2 working days. 

There are various methods of contacting us – please see here: www.edexcel.com/quals/func-skills/Pages/Askaquestion.aspx
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Q: Are there significant changes from pilot to 2010 Functional offering?

A: The changes in assessment are minimal, there are changes to the level of assessment with them now having less marks and shorter tasks in some areas.  We have removed the need for the witness statement in ICT. 

 Entry level is now are assessed under controlled conditions.
The Sample Assessment materials for Functional Skills for first teaching in September 2010 are a good guide to what to expect in the live papers. 
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Q: Are there any qualifications that act as a proxy for FS?

A: There are no proxies for Functional Skills. However, for Apprenticeship learners there are exemptions – please see: http://www.qcda.gov.uk/news/6084.aspx.
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Q: Have you any funding information relating to Functional Skills for post 16 learners?
A: Funding information can be found on the LSC and QCDA websites  http://readingroom.lsc.gov.uk/lsc/National/nat-functionalskillsfundingstatement201011FIN16fEB10-feb10.doc
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Q: How do we manage large cohorts sitting the ICT tests?

A: 5 day windows have been set for FS ICT assessments. Four assessment opportunities are available from November 2010. 
Exact assessment dates for FS can be found at http://www.edexcel.com/migrationdocuments/Functional%20skills1/Functional%20Skills%20Exam%20Series%20v3.4.pdf
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Q. How do we manage large cohorts sitting mathematics and English test?

A: 5-day windows will also be set for these subjects. You need to inform Edexcel of the days you will be conducting assessment  –  learners will be asked to sign a declaration. Full security measures will be within the ICE (Instructions for conduct of Examinations) document.
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FS, GCSE and the Diploma

Q: Do all FS have to be achieved to complete the Diploma?

A: Yes, all FS need to be passed at least at the appropriate Level for the Diploma the student is aiming to complete. (Foundation Diploma = FS Level 1, Higher and Advanced Diplomas = FS Level 2). 
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Q: What GLH are assigned for Functional Skills 

A: 45 GLH have been allocated to each Functional Skill.
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Q: Will there be aspects of ‘functionality’ in the new GCSEs in maths, English and ICT from September 2010?

A: There will be some demonstration of functionality in the new GCSEs.  The assessment of Functional Skills qualification, will remain entirely standalone and will not be linked to GCSE achievement.  
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Q: Can I do my FS with another Awarding Organisation & my GCSE with Edexcel? And could I do  Edexcel for both? Can FS be with Edexcel & a GCSE with another Awarding Organisation?

A: Yes to all three questions.

[Return to top]
Functional Skills: Entry Level Specific questions
Q: How do I make registrations for Entry Level Functional Skills?

A: To gain approval please go on to Edexcel online gain approval and then you can start making registrations. If you are an FE centre you should have automatic approval.
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Q: Can learners re-sit their Entry Level Functional Skills assessment should they not pass?

A: Yes, there will be three sets of assessments per entry sub-level for each subject, If a learner does not pass their assessment, they may sit the alternative test, providing there is a gap of at least 14 days. 
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Q: What do Entry Level Functional Skills look like?

A: Entry Level FS are available at Entry 1, Entry 2 and Entry 3. The qualification structures are the same as the Edexcel qualifications at Levels 1 and 2 but they are assessed internally. The qualifications structure are as follows:

· Mathematics - single test 
· English – three components; speaking & listening, reading and writing

· ICT – single test 

Learners must complete all components for a subject to be awarded a certificate however a spiky profile is available at the lowest level. 
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Q: How do I gain access to the live assessments and an external verifier?

A: Centres can access the live assessments once they have registered learners. These can be found on our website at www.edexcel.com/quals/func-skills/entry/Pages/default.aspx. To access these assessments you will need your Edexcel Online username and password. 

External verifiers will be allocated to centres once learners are registered. You will be sent your EV details so that you can contact them to complete the relevant forms to certificate your learners. 
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Q: Are Entry Level Functional Skills available onscreen?

A: No. English (other than speaking and listening) and mathematics are paper-based. ICT is a paper-test that is completed on a computer with a supporting centre authentication document. 
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Q: Who is the qualification for? 

A:  They are taken by learners from year 9 upwards 
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Q: What are the assessment methods? 
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Q: Are sample tests available?

A: Yes, links to sample assessments can be found below:
English: www.edexcel.com/quals/func-skills/english/Pages/Documents.aspx 
Mathematics: www.edexcel.com/quals/func-skills/maths/Pages/Documents.aspx  

ICT: www.edexcel.com/quals/func-skills/ict/Pages/Documents.aspx 
All subjects at Entry Level: http://www.edexcel.com/quals/func-skills/entry/Pages/default.aspx 
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Q: What resources and publications will be available? 

A: Free teaching and learning resources will be available from September aimed at the specific sectors – evaluation student packs currently available to order from http://www.edexcel.com/quals/func-skills/Pages/resources.aspx
There will also be an Initial Assessment tool to understand the level of learners ability and Result Plus for the analysis of results for English and maths Levels 1 and 2. In May 2011 there will also be contextualised teaching and learning material (6 sectors to start) 
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Q: What is the approvals process for new and existing centres? 
A: A BTEC approval  is in place for non Edexcel centres and Automatic approval if you are a current centre
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Q: What is the quality assurance/EV process? 
A: A yearly visit for Entry Level Qualifications, SL&C process is available on our website 
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Q: What are the requirements for tutors who will be teaching FS?
A: There currently are no rules relating to this. The advice during the pilot was the same as Key Skills – qualified to one level above in the subject you are teaching. This is being monitored.
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Q: How much can be assessed within the NVQ/BTEC element?
A: Speaking, Listening and Communication element of the English test is the only component that can be assessed within another Edexcel qualification. As Functional Skills is a stand alone qualification and the criteria states it should be marked externally, assessment within another qualification cannot be achieved.
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Q: Are the invigilation requirements the same as Key Skills? 
A: Yes
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Q: How, and to who, will centres submit test papers for marking?  
A: Scripts will be returned to Edexcel for re-distribution to an examiner. Labels for return will be provided. 
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Q: For sectors with large volumes of learners can customised tests be developed that would reflect the sector eg engineering? 

A: This will be something that will be sought to be developed in the future but it will not be something we will be doing in 2010/2011.
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Q: For the Level 1 and 2 exams, will the centre receive blank answer sheets or will the papers have the learners names printed on the answer sheet?
A: The learners will have their names written on the Assessment sheets no separate answer books are required 
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Q: Have you a tool to help assess our learners ability? 
A: We are currently developing an Initial Assessment tool and require your help to test its relevance.
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Q: Are there any published resources for post 16 learners

A: All post 16 centres should be able to access free teaching and learning resources, this is password protected to request the password please email fsdevelopment@edexcel.com.
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Q: How do I make learner entries for level 1 and 2 Functional Skills qualifications
 
A: For support with Level 1 and 2 registration and entries
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Q: How do I make learner registrations and entries for entry level Functional Skills qualifications

A: For support with Entry Level registration and entries (link to file)
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Q. How do we administer the 5 day window 
A:  Please see our  (Instructions for conduct of Examinations)
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Q. Can a learner who is absent on the date of their assessment take the assessment on another day within the 5 day window ?

A: Yes this is permissible, but please ensure you have read and agree to the rules in conducting the 
assessment over the 5 day window.
[Return to top]
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Series Subjects 
November 2010 series


Entry deadline 10/22/2010 English


Exam week 11/15/2010 11/19/2010 Mathematics 


Results issued 12/24/2010 ICT


January 2011 series


Entry deadline 12/10/2010 English


Exam week 1/10/2011 1/14/2011 Mathematics 


Results issued 2/21/2011 ICT


February 2011 series


Entry deadline 1/21/2011 English


Exam week 2/14/2011 2/18/2011 Mathematics 


Results issued 3/28/2011


March 2011 series


Entry deadline 2/25/2011 English


Exam week 3/21/2011 3/25/2011 Mathematics 


Results issued 4/29/2011 ICT


May 2011 series 


Entry deadline 4/15/2011 English


Exam week 5/9/2011 5/13/2011 Mathematics 


Results issued 6/20/2011


June 2011 series


Entry deadline 5/20/2011 English


Exam week 6/13/2011 6/17/2011 Mathematics 


Results issued 7/25/2011 ICT


July 2011


Entry deadline 6/24/2011 English


Exam week 7/18/2011 7/22/2011 Mathematics 


Results issued 8/26/2011


October 2011


Entry deadline 9/16/2011 English


Exam week 10/10/2011 10/14/2011 Mathematics 


Results issued 11/21/2011


November 2011


Entry deadline 10/21/2011 English


Exam week 11/14/2011 11/18/2011 Mathematics 


Results issued 12/23/2011


Functional Skills Exam Series
November 2010 - November 2011
Levels 1 & 2


Notes
An outline of the examination series’ for the academic year 2010 to 2011 can be found below. This includes the 
weeks that the assessments will take place in, but not the exact dates. These will be published on the relevant 
timetables on the Edexcel website. For more information email fsdevelopement@edexcel.com.
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Components Test paper Length
of Test


Style of
Question


Computer
based
testing


Assessment Portfolio Additional
Information


Reading* Level 1 (20 marks)
Individual test
paper with two
texts.
Level 2 (25 marks)
Individual test
paper with three
texts.


Level 1:
45 mins.


Level 2:
45 mins.


Fixed-response
and short open-
response answers.
Answer all
questions on each
text.


We are
currently
trialling this.


Externally
assessed
(marked by
Edexcel) with 
8 assessment
opportunities.


No portfolio
work required.


Dictionaries
allowed
(including 
bi-lingual
dictionaries).


Writing* Consists of two 
tasks with separate
context – 25 marks
at each level.


Level 1:
45 mins.


Level 2:
45 mins.


Two writing tasks
with contexts -
learners need to
answer both tasks.


We are 
currently
trialling this.


Externally
assessed
(marked by
Edexcel) with 
8 assessment
opportunities.


No portfolio
work required.


Dictionaries
allowed
(including 
bi-lingual
dictionaries).


Speaking,
Listening &
Communication*


Practical tutor
assessment.


Maximum
30 mins
(approx 
5-10 mins
per task)
plus
planning
time.


Two activities.
Level 1:
1) a formal
discussion.
2) an informal
discussion.
Level 2:
1) a discussion.
2) a presentation.


Not available. Internally set
and marked by
the centre.


Internally and
externally
verified.


No Portfolio.


Edexcel will
provide
guidance on
devising
activities to
meet the skill
standard.


N/A.


Levels 1 & 2


5


www.edexcel.com/fs 


Assessment at a Glance


Components Test paper Length
of Test


Style of Question Computer
based
testing


Assessment Portfolio Additional
Information


Reading* Individual
completes two
tasks with
short texts.


45 mins. Each task comprises 
reading short texts and
short-answer questions.


N/A. Internally
assessed.


No portfolio
work required.


Dictionaries
allowed (including 
bi-lingual
dictionaries).


Writing* Individual
completes 2
tasks.


45 mins. Two tasks, both providing 
a single writing answer in
response to a short context.


N/A. Internally
assessed.


No portfolio
work required.


Dictionaries
allowed (including 
bi-lingual
dictionaries).


Speaking,
Listening &
Communication*


Practical
assessment.


Maximum
30 mins.


E1: An activity based on a
simple discussion.
E2: Two activities based on
discussions about familiar
topics.
E3: Two activities:
1) a familiar formal


discussion
2) a familiar informal


discussion.


N/A. Internally
assessed.


No portfolio
work required.


N/A.


Entry levels 1-3


* All three components (Reading; Writing; and Speaking, Listening & Communication) can be banked individually before claiming final certification.



williams_jo

Text Box

*All three components (Reading; Writing; and Speaking, Listening & Communication) can be banked individually before claiming final certification.

You will only have to resit any un-passed components. Spiky profiles are allowed within English assessment. A learner will be certificated at the lowest level achieved



williams_jo

Text Box
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Assessment at a Glance


Components Test paper Length
of Test


Style of
Question


Computer
based
testing


Assessment Portfolio Additional
Information


Mathematics Single test
paper at each
level – 48
marks.


1 hour 30
mins.


Three individually
themed sections in
each assessment.


We are
currently
trialling this.


Externally
assessed
(marked by
Edexcel) with 
8 assessment
opportunities.


No portfolio
work required.


Calculators
allowed.


Levels 1 & 2


Components Test paper Length
of Test


Style of
Question


Computer
based
testing


Assessment Portfolio Additional
Information


Mathematics Single test
paper at each
level.


E1: 16 marks.


E2: 18 marks.


E3: 20 marks.


E1 & 2:
1 hour.


E3:
1 hour 
30 mins.


Open response
questions, tutor
mediated.


N/A. Internally
assessed.


No portfolio
work required.


Calculators
allowed – can
use real objects.


Entry levels 1-3
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Assessment at a Glance


Components Test paper Length
of Test


Style of
Question


Computer
based
testing


Assessment Portfolio Additional
Information


ICT Single
computer-
based test.


2 hours. Practical tasks to be
completed using
standard office
software.


Practical based
test using
computer.


Externally
assessed
(marked by
Edexcel) with 
4 assessment
opportunities.


No portfolio
work required.


N/A.


Levels 1 & 2


Components Test paper Length
of Test


Style of
Question


Computer
based
testing


Assessment Portfolio Additional
Information


ICT Single
computer-
based test.


Min one
hour,
maximum
two hours,
depending
on level.


Short, bite-sized
problem-solving
tasks completed
using standard
office software.


Practical based
test using
computer.


Internally
assessed on
demand when
learner is ready.
Tasks can be
divided over a
number of
sessions as long
as all tasks are
completed
within the
allocated time.


No portfolio
work required


Any candidate
who does not
pass an
assessment will
be able to re-sit
a different
paper after a
gap of at least
two weeks.


Entry levels 1-3
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Notice to Centres – Functional Skills qualifications 
Access Arrangements and Reasonable Adjustments 


 
 
Since the publication of the JCQ document Access Arrangements, Reasonable Adjustments and 
Special Consideration in August 2009, Ofqual, together with its regulatory partners in Wales 
(DCELLS) and Northern Ireland (CCEA), has published the Functional Skills qualifications 
criteria. The specific criteria for the individual Functional Skills in English, Mathematics and ICT 
have also been published. 
 
In light of this, Ofqual and QCDA have asked the Joint Council for Qualifications (JCQ) to clarify 
access arrangements for centres who will be entering candidates for Functional Skills 
qualifications from September 2010 onwards. 
 
The Functional Skills pilot awarding organisations have been asked to implement the following 
access arrangements as far as possible during the current (final) year of the pilot. 
 
Functional Skills English 
 
i) Reading 


 
Reading within Functional Skills English is defined as the independent decoding and 
understanding of written language and text in a purposeful context. “Text” is defined as 
materials that include the use of words that are written, printed, on-screen or presented 
using Braille. 
 
Computer/screen readers (assistive technology) may be used in the Reading 
component of Functional Skills English where their use reflects the candidate’s 
normal way of reading. A computer/screen reader (assistive technology) is an 
acceptable arrangement, since it still allows the candidate to independently meet the 
requirements of the reading standards. 
 
A ‘human’ reader cannot be used to demonstrate the requirements of the standards as 
this does not meet the requirement for independence. As a last resort, an exemption 
from the Reading component can be requested for a disabled candidate who cannot use 
assistive technology. 
 
Dictionaries and bilingual dictionaries will be allowed in the Reading 
component. 
 
 


ii) Speaking, listening and communication 
 
Sign Language (i.e. BSL, SSE) is permissible in the Speaking, listening and 
communication component, provided this is made accessible to all participants 
in the discussion. (It is recognised that BSL is a language in its own right and not a 
form of English. BSL is, however, permitted as an alternative to English for the 
assessment of Speaking, listening and communication where BSL is the candidate’s 
normal way of communicating in the contexts described by the standards.) No other 
languages are permitted as alternatives to English. 
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Similarly, access to augmentative speech equipment is permissible where it 
reflects the candidate’s normal way of working. 
 
As a last resort, candidates who are disabled under the terms of the DDA 1995 and have 
no accessible means of communication may request an exemption from the Speaking, 
listening and communication component. 


 
 
iii) Writing 


 
Writing within Functional Skills English is defined as the independent construction of 
written text to communicate in a purposeful context. “Text” is defined as materials that 
include the use of words that are written, printed, on-screen or presented using Braille 
and which are presented in a way that is accessible for the intended audience. 
 
Voice recognition technology (assistive technology) may be used in the 
Writing component of Functional Skills English where its use reflects the 
candidate’s normal way of writing. The use of voice recognition technology (assistive 
technology) is acceptable since it allows the candidate to independently meet the 
requirements of the writing standards. 
 
A ‘human’ scribe cannot be used to demonstrate the requirements of the standards as 
this does not meet the requirement for independence. As a last resort, an exemption 
from the Writing component can be requested for a disabled candidate who cannot use 
assistive technology. 
 
Dictionaries and bilingual dictionaries will be allowed in the Writing 
component. 


 
 
Functional Skills ICT 
 
Candidates can have access to all forms of equipment, software and practical assistance, such 
as a reader or a scribe that reflect their normal way of working, provided that these do not 
affect the reliability or validity of assessment outcomes or give the candidate an assessment 
advantage over other candidates undertaking the same or similar assessments. 
 


Access Arrangement Yes/No Type of assessment 
Extra time Yes  
Reader/screen reader Yes  
Oral Language Modifier Yes  
Sign Language Interpreter Yes  
Scribe Yes  
Word Processor Yes  
Transcript Yes  
Practical Assistant Yes A practical assistant may 


switch on the computer and 
insert a disk at the 
candidate’s instruction but 
must not perform any skill for 
which marks will be credited. 
 
A practical assistant may be 
used in written examinations. 


Modified Question Papers 
(including Braille) 


Yes  


External device to load 
personal settings 


Yes Permitted as a reasonable 
adjustment provided that this 
does not compromise the 
assessment or give the 
candidate any advantage not 
available to other candidates. 
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Functional Skills Mathematics 
 
Candidates can have access to all forms of equipment, software and practical assistance, such 
as a reader or a scribe that reflect their normal way of working, provided that these do not 
affect the reliability or validity of assessment outcomes or give the candidate an assessment 
advantage over other candidates undertaking the same or similar assessments. 
 


Access Arrangement Yes/No Type of assessment 
Extra time Yes  
Reader Yes  
Oral Language Modifier Yes  
Sign Language Interpreter Yes  
Scribe Yes  
Word Processor Yes  
Transcript Yes  
Practical Assistant Yes  
Modified Question Papers 
(including Braille) 


Yes  


Models, visual/tactile aids, 
speaking scales 


Yes  


 
 
Exemptions 
 
In Functional Skills English, where barriers to access remain, awarding bodies must offer 
candidates with disabilities, as a last resort, exemptions from individual assessment components 
within the qualification. Candidates can be exempted from up to two of the three 
assessed components. 
 
Such an arrangement does not apply to Functional Skills ICT and Mathematics 
qualifications, as these qualifications consist of only one component. 
 
The awarding bodies and the regulators will work together to agree a certificate specification 
which will allow for the reporting of the level at which the qualification has been awarded and 
the level at which the assessment component(s) has/have been achieved. 






