
FUNCTIONAL SKILLS

ENGLISH

www.ocr.org.uk/functionalskills

LEVEL 1 AND 2 
SPECIFICATION
08843/08844

OCR Level 1 Functional Skills English
OCR Level 2 Functional Skills English

For first teaching September 2019 

https://www.ocr.org.uk/functionalskills


© OCR 2019  2 
OCR Levels 1 and 2 Functional Skills English 

 

Contents 

1 Qualification overview ...................................................................................... 4 

1.1 OCR Level 1 Functional Skills English qualification at a glance .......................... 4 

1.2 OCR Level 2 Functional Skills English qualification at a glance .......................... 5 

1.3 Qualification purpose ........................................................................................... 6 

2 Introduction ........................................................................................................ 6 

2.1 Why choose Functional Skills English ................................................................. 6 

2.2 Entry requirements .............................................................................................. 7 

2.3 Availability and funding ........................................................................................ 7 

2.4 Qualification size ................................................................................................. 7 

3 Structure and content ....................................................................................... 8 

3.1 Qualification structure .......................................................................................... 8 

3.2 Learning aims and outcomes ............................................................................... 8 

3.3 Teaching and Learning ........................................................................................ 9 

3.4 Subject Content: Level 1 and 2 .......................................................................... 10 

3.5 Glossary for use with this Subject Content ......................................................... 14 

4 Assessment ..................................................................................................... 17 

4.1 Overview of the assessment .............................................................................. 17 

4.2 Initial assessment of learners ............................................................................ 18 

4.3 How these qualifications are assessed .............................................................. 18 

4.4 Resources for assessment ................................................................................ 18 

4.5 Suitable to the needs of the learner ................................................................... 18 

4.6 External assessment for Reading and Writing components .............................. 19 

4.7 Internal assessment of Speaking, Listening and Communicating (SLC) 
components ...................................................................................................... 22 

4.7.2 Centre Assessor responsibilities .................................................................... 25 

4.7.3 Controlled assessment ................................................................................... 25 

4.8 Task setting for SLC .......................................................................................... 25 

4.9 Task taking for SLC ........................................................................................... 27 

4.10 Task marking for SLC ........................................................................................ 28 

4.11 Quality assuring the controls ............................................................................. 29 

4.12 Quality assuring assessment ............................................................................. 29 



© OCR 2019  3 
OCR Levels 1 and 2 Functional Skills English 

4.13 External monitoring of SLC ................................................................................ 30 

4.14 Re-sits ............................................................................................................... 30 

4.15 Reporting suspected malpractice ...................................................................... 31 

5 Support ............................................................................................................. 32 

5.1 Free resources .................................................................................................. 32 

5.2 Endorsed publications ....................................................................................... 32 

5.3 Our professional development programme (CPD) ............................................. 32 

5.4 Documents and links ......................................................................................... 33 

5.5 Results Reports ................................................................................................. 33 

6 Administration and other information ........................................................... 34 

6.1 Administration .................................................................................................... 34 

6.2 Unique Learner Numbers (ULN) and the Personal Learning Record (PLR) ...... 34 

6.3 Claiming certificates .......................................................................................... 34 

6.4 Enquiries about results ...................................................................................... 35 

6.5 Replacement certificates ................................................................................... 35 

6.6 Avoidance of bias .............................................................................................. 35 

6.7 Regulatory requirements ................................................................................... 35 

6.8 Mode of delivery ................................................................................................ 35 

6.9 Centre resources and requirements .................................................................. 36 

6.10 Arrangements for learners with access-related needs ....................................... 36 

7 Contacting us ................................................................................................... 40 

7.1 Feedback and enquiries .................................................................................... 40 

7.2 Complaints ......................................................................................................... 40 

Appendix A ..................................................................................................................... 41 
 

 

 

 

 

 

 



 

© OCR 2019  4 
OCR Levels 1 and 2 Functional Skills English 

1 Qualification overview 

1.1 OCR Level 1 Functional Skills English qualification at a 

glance 

Qualification 
number 

603/4652/8 OCR 
Entry 
code  

08843 

First entry date 01/09/2019 Approved 
age 
range 

14+ 

Guided learning 
hours (GLH) 

55 

Total qualification 
time 

55 

This qualification is 
suitable for learners  

• aged 14+ on a full-time study programme who wish to develop skills in 
English 

• who want to progress onto other related study, such as GCSEs 

• as it has been designed to meet the Department for Education’s 
characteristics for Level 1 Functional Skills English. 

Entry requirements There are no formal entry requirements for this qualification. 

Qualification 
structure  

This qualification contains one mandatory unit (comprising three 
components – Reading, Writing and Speaking, Listening and 
Communicating, all of which must be achieved at the same level). 

Assessment 
method/model 

This qualification is assessed by a combination of examination (Reading 
and Writing) and moderation (Speaking, Listening and Communicating). 

Exam series On demand. 

Grading This qualification is pass/fail. 

Last entry date This qualification will continue to be available for entries and certification 
until we decide it needs to be withdrawn.  

If we’re going to withdraw a qualification we’ll set an end date for entries 
and certification and we’ll tell you what the arrangements are for the last 
date to enter learners and make claims for certificates. When we set end 
dates, you’ll be able to see these on the Register of Regulated 
Qualifications. 
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1.2 OCR Level 2 Functional Skills English qualification at a 

glance 

Qualification 
number 

603/4654/1 OCR Entry 
code  

08844 

First entry date 01/09/2019 Approved 
age range 

14+ 

Guided learning 
hours (GLH) 

55 

Total qualification 
time 

55 

This qualification is 
suitable for learners
  

• aged 14+ on a full-time study programme who wish to develop skills in 
English 

• who want to progress onto other related study, such as GCSEs 

• as it has been designed to meet the Department for Education’s 
characteristics for Level 2 Functional Skills English. 

Entry requirements There are no formal entry requirements for this qualification. 

Qualification 
structure  

This qualification contains one mandatory unit (comprising three 
components – Reading, Writing and Speaking, Listening and 
Communicating, all of which must be achieved at the same level). 

Assessment 
method/model 

This qualification is assessed by a combination of examination (Reading 
and Writing) and moderation (Speaking, Listening and Communicating). 

Exam series  On demand. 

Grading This qualification is pass/fail. 

Last entry date This qualification will continue to be available for entries and certification 
until we decide it needs to be withdrawn.  

If we’re going to withdraw a qualification we’ll set an end date for entries 
and certification and we’ll tell you what the arrangements are for the last 
date to enter learners and make claims for certificates. When we set end 
dates, you’ll be able to see these on the Register of Regulated 
Qualifications. 
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1.3 Qualification purpose 

Functional Skills qualifications should provide reliable evidence of a learner’s achievements 

against demanding content that is relevant to the workplace. They need to provide assessment of 

learners’ underpinning knowledge as well as their ability to apply this in different contexts. They 

also need to provide a foundation for progression into employment or further technical education 

and develop skills for everyday life. In some contexts, Functional Skills qualifications will also play 

a part in the Government’s accountability systems. 

A key aim for Functional Skills English qualifications is that they should enable the student to 

develop confidence and fluency in, and a positive attitude towards, English. Learners should be 

able to demonstrate their competence in English by using it in real-world situations as well as 

demonstrating a sound grasp of basic English knowledge and skills. 

Purpose of Functional Skills English for Level 1 and Level 2:   

Qualifications for work, study and life. Achievement of these qualifications demonstrates the ability 
at an appropriate level to read, write, speak, listen and communicate in English, and to apply 
these skills effectively to a range of purposes in the workplace and in other real life situations. 

 

2 Introduction 

The information provided in this specification is correct at the time of production. Occasionally we 

may update it so please check the qualification webpage for the most up-to-date information.  

This specification contains what you need to know about the planning, delivery and assessment of 

these qualifications. Staff involved in the delivery of these qualifications must have access to and 

understand the requirements in this specification.  

To access information on how to administer these qualifications please follow the link to the 

Administration area http://www.ocr.org.uk/administration/. 

You should ensure learners are informed of the title and level of the qualification they have been 

entered for and that Oxford Cambridge and RSA Examinations (OCR) is the awarding body for 

their chosen qualification.  

2.1 Why choose Functional Skills English 

These qualifications will equip your learners with the functional skills required for day-to day life, 

education and work. 

The aim of these qualifications is to give learners the opportunity to: 

 develop an understanding of Functional Skills English at Level 1 and 2 

 develop their skills and competences in English 

 achieve a nationally recognised qualification 

 prepare for employment 

 progress to further study. 
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2.2 Entry requirements 

There are no formal entry requirements for these qualifications. 

There is no requirement for any specific prior learning. We recommend that an initial assessment 

should take place to ensure the learner is capable of reaching the required standards. 

All staff involved in the assessment or delivery of these qualifications should understand the 

requirements of the qualifications and match them to the needs and capabilities of individual 

learners before entering them for these qualifications.  

These qualifications have been developed so they are free from any barriers that restrict access or 

progression and therefore, promote equal opportunities.  

These qualifications are regulated for learners aged 14 years and over.  

2.3 Availability and funding 

These qualifications are regulated by Ofqual and are available in England only.  

Funding arrangements can be subject to change. For the latest details about approval and funding 

eligibility, we recommend you visit the following websites: 

 Register of Regulated Qualifications – for England and Northern Ireland 

 Department for Education Section 96 – for confirmation of the approval of qualifications to be 

delivered to specific age ranges 

 Education Funding Agency – for public funding information for learners (0-18) in England.  

Use the Qualification Number (QN) when you’re looking for information on qualification eligibility for 

public funding. If you have any queries about funding for these qualifications email us at 

funding@ocr.org.uk 

2.4 Qualification size 

The size of each qualification is described in terms of Guided Learning Hours (GLH) and Total 

Qualification Time (TQT).  

GLH indicates the approximate time (in hours) that the learner will be supervised during any 

teaching, learning or assessment activities. We have worked with people who are experienced in 

delivering these qualifications to determine what content needs to be taught and how long it will 

take to deliver. 

TQT is comprised of two elements: GLH, and an estimate of the number of hours a learner will 

reasonably spend on any unsupervised learning or assessment activities (including homework) so 

they can successfully achieve their qualification. 

These qualifications require a minimum of 55 GLH and 55 TQT. 

http://register.ofqual.gov.uk/
http://www.education.gov.uk/section96/
http://www.education.gov.uk/section96/
http://www.education.gov.uk/aboutdfe/executiveagencies/efa
mailto:funding@ocr.org.uk
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3 Structure and content 

3.1 Qualification structure 

OCR Level 1 Functional Skills English (Qualification Number 603/4652/8) 

This qualification contains one mandatory unit (Unit Reference Number K/617/3587) 

OCR Level 2 Functional Skills English (Qualification Number 603/4654/1) 

This qualification contains one mandatory unit (Unit Reference Number M/617/3588) 

3.2 Learning aims and outcomes 

Functional Skills English qualifications at these levels indicate that learners 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. 

Learners 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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3.3 Teaching and Learning 

Wherever possible, tutors should tailor learning programmes to meet individual learner needs.  It 

is recommended that centres should adopt a holistic approach to the delivery of these 

qualifications and identify opportunities to link Functional Skills English to other areas of the 

curriculum. 

We strongly advise that teaching and development of subject content and associated skills be 

referenced to real life situations. The practical skills prescribed in the Functional Skills criteria 

should form the basis of the individualised learner programme. 

Each qualification contains three components (Speaking, Listening and Communicating; Reading; 

Writing).  

The English standards are essentially concerned with developing and recognising the ability of 

learners to apply and transfer skills in ways that are appropriate to their situation.  For English to 

be useful, learners must have the skills and confidence to apply, combine and adapt their English 

knowledge to new situations in their life and work.  The capacity to identify and understand the 

role that English plays in the world is crucial in enabling them to function as effective citizens. 
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3.4 Subject Content: Level 1 and 2 

The subject content describes the criteria against which learners will be assessed. At each level, 

the subject content subsumes the previous level’s subject content, supporting a progression-

based suite of qualifications. 

The OCR Level 1 and Level 2 Functional Skills English qualifications assess all of the subject 

content and sample the coverage and range. 

The coverage and range provides the knowledge and techniques that learners would be expected 

to apply at each level. These sections are not intended as exhaustive lists to which learners 

should be confined but are intended as a guide to the minimum type of content that they will need 

to demonstrate and apply to meet the requirements of the subject content.  

The assessment weightings indicate the percentage of the overall assessment that must be 

covered in relation to the individual subject content. All assessments reflect the assessment 

weightings as outlined in the subject content. 

The subject content reference code comprises of the Level of the qualification, the content area 

and the statement numbers from the Department for Education document ‘Subject content 

functional skills: English’. 

L1 = Level 1 

L2 = Level 2 

S = Speaking, Listening and Communicating  

R = Reading 

W = Writing 

  

https://www.gov.uk/government/publications/functional-skills-subject-content-mathematics
https://www.gov.uk/government/publications/functional-skills-subject-content-mathematics
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Speaking, Listening and Communicating 

Level 1 learners should be able to…  Level 2 learners should also be able to…  

Identify relevant information and lines of 
argument in explanations or presentations  
(L1S1) 

Identify relevant information from extended 
explanations or presentations 
(L2S1) 

Make requests and ask relevant questions to 
obtain specific information in different 
contexts 
(L1S2) 

Follow narratives and lines of argument 
(L2S2) 

Respond effectively to detailed questions 
(L1S3) 

Respond effectively to detailed or extended 
questions and feedback 
(L2S3) 

Communicate information, ideas and 
opinions clearly and accurately on a range of 
topics 
(L1S4) 

Make requests and ask detailed and pertinent 
questions to obtain specific information in a 
range of contexts 
(L2S4) 

Express opinions and arguments and support 
them with evidence 
(L1S5) 

Communicate information, ideas and opinions 
clearly and effectively, providing further detail 
and development if required 
(L2S5) 

Follow and understand discussions and 
make contributions relevant to the situation 
and the subject 
(L1S6) 

Express opinions and arguments and support 
them with relevant and persuasive evidence 
(L2S6) 

Use appropriate phrases, registers and adapt 
contributions to take account of audience, 
purpose and medium 
(L1S7) 

Use language that is effective, accurate and 
appropriate to context and situation 
(L2S7) 

Respect the turn-taking rights of others 
during discussions, using appropriate 
language for interjection 
(L1S8) 

Make relevant and constructive contributions to 
move discussion forward 
(L2S8) 

  Adapt contributions to discussions to suit 
audience, purpose and medium 
(L2S9) 

  Interject and redirect discussion using 
appropriate language and register  
(L2S10) 
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Reading 

Level 1 learners should be able to…  Level 2 learners should also be able to…  

Identify and understand the main points, 
ideas and details in texts 
(L1R9) 

Identify the different situations when the main 
points are sufficient and when it is important to 
have specific details 
(L2R11) 

Compare information, ideas and opinions in 
different texts 
(L1R10) 

Compare information, ideas and opinions in 
different texts, including how they are conveyed 
(L2R12) 

Identify meanings in texts and distinguish 
between fact and opinion 
(L1R11) 

Identify implicit and inferred meaning in texts 
(L2R13) 

Recognise that language and other textual 
features can be varied to suit different 
audiences and purposes 
(L1R12) 

Understand the relationship between textual 
features and devices, and how they can be used 
to shape meaning for different audiences and 
purposes 
(L2R14) 

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 
(L1R13) 

Use a range of reference materials and 
appropriate resources (e.g. glossaries, 
legends/keys) for different purposes, including to 
find the meanings of words in straightforward 
and complex sources 
(L2R15) 

Understand organisational and structural 
features and use them to locate relevant 
information (e.g. index, menus, subheadings, 
paragraphs) in a range of straightforward 
texts 
(L1R14) 

Understand organisational features and use 
them to locate relevant information in a range of 
straightforward and complex sources 
(L2R16) 

Infer from images meanings not explicit in the 
accompanying text 
(L1R15) 

Analyse texts, of different levels of complexity, 
recognising their use of vocabulary and 
identifying levels of formality and bias 
(L2R17) 

Recognise vocabulary typically associated 
with specific types and purposes of texts 
(e.g. formal, informal, instructional, 
descriptive, explanatory and persuasive) 
(L1R16) 

Follow an argument, identifying different points 
of view and distinguishing fact from opinion 
(L2R18) 

Read and understand a range of specialist 
words in context 
(L1R17) 

Identify different styles of writing and writer’s 
voice 
(L2R19) 

Use knowledge of punctuation to aid 
understanding of straightforward texts 
(L1R18) 
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Writing 

Level 1 learners should be able to…  Level 2 learners should also be able to…  

Use a range of punctuation correctly (e.g. full 
stops, question marks, exclamation marks, 
commas, possessive apostrophes) 
(L1W19) 

Punctuate writing correctly using a wide range of 
punctuation markers (e.g. colons, commas, 
inverted commas, apostrophes and quotation 
marks) 
(L2W20) 

Use correct grammar (e.g. subject-verb 
agreement, consistent use of different 
tenses, definite and indefinite articles) 
(L1W20) 

Use correct grammar (e.g. subject-verb 
agreement, consistent use of a range of tenses, 
definite and indefinite articles) and modality 
devices (e.g. to express probability or 
desirability) 
(L2W21) 

Spell words used most often in work, study 
and daily life, including specialist words 
(L1W21) 

Spell words used in work, study and daily life, 
including a range of specialist words 
(L2W22) 

Communicate information, ideas and 
opinions clearly, coherently and accurately 
(L1W22) 

Communicate information, ideas and opinions 
clearly, coherently and effectively 
(L2W23) 

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 
(L1W23) 

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 
(L2W24) 

Use format, structure and language 
appropriate for audience and purpose 
(L1W24) 

Organise writing for different purposes using 
appropriate format and structure (e.g. standard 
templates, paragraphs, bullet points, tables) 
(L2W25) 

Write consistently and accurately in complex 
sentences, using paragraphs where 
appropriate 
(L1W25) 

Convey clear meaning and establish cohesion 
using organisational markers effectively 
(L2W26) 

  Use different language and register (e.g. 
persuasive techniques, supporting evidence, 
specialist words), suited to audience and 
purpose 
(L2W27) 

  Construct complex sentences consistently and 
accurately, using paragraphs where appropriate 
(L2W28) 
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3.5 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 learners 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 language for the 

hearing impaired). 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. 
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Organisational 

features 

Refers to those visual aspects 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. 

Reading This is decoding and establishing the meaning of written text. 

Registers A variety of language selected for use in a specific social situation. 

In particular, the register differentiates formal from informal use of 

language. 

Regular A term 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 forms of a 

regular verb; it is not possible to do so with irregular nouns and 

verbs. 

Sentence 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. 

A simple sentence consists of a single clause with a single 

subject. 

A compound sentence consists of more than one subject or more 

than one independent clause. 

A complex sentence consists of a main clause and one or more 

subordinate clauses (e.g. Although it was late, I wasn’t tired). 

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. 

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. 
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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 consist of more than one subject or more than one 

independent clause (i.e. compound sentence), and learners 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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4 Assessment 

4.1 Overview of the assessment 

Entry code Qualification title GLH Reference 

08843 OCR Level 1 Functional Skills English 55 603/4652/8 

Made up of one mandatory unit (Ofqual unit number: K/617/3587) 

This consists of three components: 

(All components must be achieved at the same level) 

50 minute written examination 

25 marks 

OCR-set and marked 

 Reading paper – comprising of multiple 

choice questions (MCQs) and short answer 

questions 

50 minute written examination 

50 marks 

OCR-set and marked 

 Writing paper – comprising of two extended 

response questions. 

 20 marks allocated to spelling, punctuation 

and grammar. 

30 minute assessment 

Centre-marked and OCR-moderated 

 Speaking, Listening and Communicating  

assessment comprising of learner 

presentation/question and answer and a 

group discussion 

 

Entry code Qualification title GLH Reference 

08844 OCR Level 2 Functional Skills English 55 603/4654/1 

Made up of one mandatory unit (Ofqual unit number: M/617/3588) 

This consists of three components: 

(All components must be achieved at the same level) 

55 minute written examination 

25 marks 

OCR-set and marked 

 Reading paper - comprising of short answer 

questions 

50 minute written examination 

50 marks 

OCR-set and marked 

 Writing paper – comprising of two extended 

response questions. 

 20 marks allocated to spelling, punctuation 

and grammar. 

30 minute assessment 

Centre-marked and OCR-moderated 

 Speaking, Listening and Communicating  

assessment comprising of learner 

presentation/question and answer and a 

group discussion 

 



 

© OCR 2019  18 
OCR Levels 1 and 2 Functional Skills English 

4.2 Initial assessment of learners 

It is important that your centre carries out an initial assessment to identify learners’ levels of 

competence, knowledge and understanding and any potential gaps that need to be addressed. 

4.3 How these qualifications are assessed 

Reading and Writing – external assessment 

At Level 1 and 2, assessment of the Reading and Writing components is by a paper-based or on- 

screen test which is set by us and externally assessed by our Examiners. 

Assessments take place under examination conditions, as specified in our OCR Instructions for 

conducting examinations (OCR ICE) which is available on our website. The assessment duration is 

50 minutes per component at Level 1 or 55 and 50 minutes per component at Level 2. 

Speaking, Listening and Communicating – internal assessment 

The Speaking, Listening and Communicating component is internally assessed by the centre under 

controlled assessment conditions and externally moderated by OCR, see section 4.7 for more 

details. 

4.4 Resources for assessment 

You may use a dictionary and spell/grammar check facilities for reading assessments only. 

4.5 Suitable to the needs of the learner 

We have designed these qualifications so that achievement is accessible to all learners. 

For learners who have access requirements see Arrangements for learners with access-related 

needs in section 6.11. 

If you think that any aspect of these qualifications unfairly restricts access and progression, please 

contact our Customer Contact Centre by phone: 024 76 851509 or by email at 

vocational.qualifications@ocr.org.uk 

  

https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/


 

© OCR 2019  19 
OCR Levels 1 and 2 Functional Skills English 

4.6 External assessment for Reading and Writing components 

4.6.1 Paper-based assessment 

Assessments are available on demand as a paper-based test. You may enter learners for paper-

based tests at any time. Papers will be despatched to centres per daily cohort of entries and must 

be taken on the date identified. 

The externally assessed paper-based components are distributed by secure post to your centre for 

each daily cohort of learner entries, and should be stored within centres as per our OCR 

Instructions for conducting examinations (OCR ICE), available on our website www.ocr.org.uk. 

4.6.2 On-screen assessment 

Assessments are available on demand as on-screen tests. 

The externally assessed on-screen components are made available to approved centres registered 

in the test delivery system. Once available, centres can schedule tests to take place on a set date 

at any time. 

You are responsible for timetabling Functional Skills tests. You can timetable tests back-to-back 

and hold tests for more than one qualification on the same day. 
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Component 
Assessment 
availability 

Assessment details 
Level 1 
Duration 

Level 2 
Duration 

Reading Assessment 
is available 
on demand 
throughout 
the year. 

One test taken under examination 
conditions, as specified in our OCR 
Instructions for conducting examinations 
(OCR ICE). 
The assessment is a combination of open 
and closed response questions, set in a 
generic and realistic context. There is one 
task to complete for this component. 
The relevant coverage and range is fully 
covered in this component. 
A spell/grammar check facility or 
dictionary is allowed in the reading 
component. Learners taking the paper-
based test may word process their 
answers. 
For the paper-based test the assessment 
materials comprise a combined task, 
resource and answer booklet. The 
resource documents are perforated and 
can be removed from the booklet 

50 
minutes 

55 
minutes 

Writing Assessment 
is available 
on demand 
throughout 
the year. 

One test taken under examination 
conditions, as specified in our OCR 
Instructions for conducting examinations 
(OCR ICE). 
The assessment comprises two tasks set 
in a generic and realistic context.  Each 
task requires a different document format. 
The relevant coverage and range is fully 
covered in this component. 
Between 40 and 45 per cent of the marks 
are allocated specifically for spelling, 
punctuation and grammar. 
Learners taking the paper-based test may 
word process their answers.  
For the paper-based test the assessment 
materials comprise a combined task, 
stimulus and answer booklet. There are 
no perforated pages. 

50 
minutes 

50 
minutes 

 

 

 

 

 

 

 

 

  

https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
https://www.ocr.org.uk/administration/stage-3-assessment/vocational-qualifications/paper-based-tests/functional-skills/
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4.6.3 Scheduling the assessment 

All assessments must be taken on the specified day, and for paper-based assessments, all 

learners must sit the specific variant of the assessment indicated on the attendance list. It is 

expected that centres will schedule paper-based exams in one sitting on that date.  

Centres must take every reasonable action to ensure that staff and learners do not engage in any 

unfair or dishonest practice before, during or after the assessment that would result in any 

candidate having an unfair advantage over another candidate, or being at a disadvantage. One 

way to manage this is to schedule the assessment so that all learners who are taking the 

assessment on the same day are sitting the assessment at the same time. Other steps are 

acceptable provided the security of the paper is maintained. Unfair and dishonest practice would 

include, but not be limited to: 

• learners communicating or attempting to communicate the contents of their assessment 
with anyone 

• learners who are due to sit the same assessment after their peers trying to elicit 
information on the content of the assessment.  

• publishing the content of the assessment, or inferences as to the content of the 
assessment, unless authorised by OCR.  

Learners should be informed of these instructions before the day of the assessment and 

invigilators should remind learners at the beginning of each assessment that they are not permitted 

to communicate the content of the assessments with others. 

Assessment material must remain in their sealed packets in secure storage and only removed to 

be taken to the examination room 1 hour before the first assessment. If circumstances are such 

that a packet of assessments needs to be split, i.e. assessments are taking place at a number of 

venues or at different times of the day, as few packets as possible should be opened and the 

sealed assessment packet must be opened in the secure room and not in the examination room. 

The assessments extracted from the sealed packet must be placed in an envelope which is then 

sealed and transported securely to the allocated room or satellite venue(s). The assessment 

packet with the remaining assessments must be re-sealed and placed back in the centre’s secure 

storage facility, and only re-opened and removed from the secure storage 1 hour before the next 

scheduled assessment. 
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4.7 Internal assessment of Speaking, Listening and 

Communicating (SLC) components 

The Speaking, Listening and Communicating component of this qualification is designed around 

the principle that learners will build evidence towards the achievement of a level within a 

prescribed period of time under controlled assessment conditions. Once the standard has been 

met for the subject level, the evidence is then submitted to us for external moderation. 

Component 
Assessment 
availability 

Assessment details Duration 

Speaking, 
Listening and 
Communicating 
at Level 1 

Available 
throughout the 
year. 

Centre-set and assessed. Externally 
moderated by OCR. 
One learner presentation, to between three 
and five people, conducted under controlled 
assessment conditions. 
One group discussion, between three to five 
people, conducted under controlled 
assessment conditions. 
 
 

30 minutes  
 

Speaking, 
Listening and 
Communicating 
at Level 2 

Available 
throughout the 
year. 

Centre-set and assessed. Externally 
moderated by OCR. 
One learner presentation, to between three 
and five people, conducted under controlled 
assessment conditions. 
One group discussion, between three to five 
people, conducted under controlled 
assessment conditions. 
The subject for the discussion and 
presentation can be similar, if appropriate. 
 

30 minutes  
 

 

In order for learners to be able to effectively progress towards meeting the requirements of the 

subject content in the Speaking, Listening and Communicating component, tutors must make sure 

that the coverage range requirements for each standard are fully addressed. The identified 

coverage and range are not exhaustive and may be expanded upon or tailored to particular 

contexts to which the qualification is being taught and the subject content applied. 

We recommend that teaching and development of subject content and associated skills be 

referenced to real life situations, through the utilisation, for example, of appropriate work-based 

contact, and vocationally-experienced delivery personnel. 

Assessor Observation Record Forms must be used to record details of the assessment. These are 

available on OCR’s secure portal. 
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4.7.1 Assessment guidance for Speaking, Listening and Communicating  

Annual Self-Assessment Forms (SAF)  

As part of the qualification approval process centres must submit a written Self-Assessment Form 

detailing their processes for the delivery, setting, internal standardisation and marking of SLC. This 

will cover all levels of SLC delivered by your centre. 

 

This form is reviewed by an OCR monitor; if they are satisfied with the evidence provided your 

centre will be approved to make SLC claims. A sample of your Assessor Observation Record 

Forms will be monitored for each claim for the next 12 months.  

 

After 9 months we will contact you to remind you that your Self-Assessment Form will need to be 

renewed for the following 12 month period and also to request a sample of audio files and 

assessor observation records for 10 learners be provided with the new Self-Assessment 

Form. These will be reviewed and your centre will be given any relevant feedback on aspects of 

their delivery. 

The sample of 10 learners should include: 

 both EL 1-3 and L1/2 if you deliver SLC across multiple levels  

 multiple assessors where applicable 

 both individual and group tasks. 

After this process has taken place, we will provide you with feedback about your Self-Assessment 

Form. 

Your self-assessment will need to be renewed every 12 months. Failure to provide OCR with the 

requested self-assessment form and accompanying audio files/evidence will result in your approval 

for Functional Skills English being frozen. This will mean that you will not be able to make any 

claims or conduct tests for any components until the self-assessment process is satisfactorily 

completed and your centre approval reinstated. 

Guidance on assessing and recording 

The SLC component of this qualification is designed around the principle that learners will build 

evidence towards the achievement of a level within a prescribed period of time under controlled 

assessment conditions. Once the standard has been met for the subject level, the evidence is then 

submitted to us for ongoing monitoring. 

In order for learners to be able to effectively progress towards meeting the requirements of the 

subject content in the SLC component, tutors must make sure that the coverage range 

requirements for each standard are fully addressed. The identified coverage and range are not 

exhaustive and may expanded upon or tailored to particular contexts to which the qualification is 

being taught and the subject content applied. 

We recommend that teaching and development of subject content and associated skills be 

referenced to real life situations, through the utilisation, for example, of appropriate work-based 

contact, and vocationally-experienced delivery personnel. 

Assessment of this component will be conducted in accordance with controlled assessment. 

Assessor Observation Record Forms must be used to record details of the assessment. These are 

available on OCR’s secure portal. 

Assessing and recording: Assessment must be individual to each learner, even where more than 

one learner is being assessed on their contributions to the same group discussion. 
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Assessor Observation Record Forms are intended to be used for both formative and summative 

assessment i.e. these sheets can be used for feeding back strengths and weaknesses to learners 

who have not met the standard, as well as for recording the final assessment of those learners who 

have, according to the centre assessor, met the requirements of the coverage and range of the 

subject content. These are available to download from the qualification page of the OCR website. 

You should only claim for learners who have met the required standards. The claim will consist of 

the Assessor Observation Record Form and any supporting documentation. The Assessor 

Observation Record Form should form the on-going evidence of SLC completion and achievement 

when requested in the moderation sample.  

Centres must also record (audio files only) a sample of Speaking, Listening and 

Communicating assessments and keep these in the centre. Centres must provide these 

recordings on request for annual monitoring. We will contact you when you need to provide a 

sample of audio-recorded evidence, in addition to the Assessor Observation Record Forms and 

internal standardisation records, this will form part of OCR’s annual scrutiny of the marking of 

Speaking, Listening and Communicating assessments by your centre.  

Assessors and learners must introduce and clearly identify themselves at the beginning of 

the recording.  

When completing the Assessor Observation Record Forms, you should ensure that they do not 

merely repeat the requirements of the standards but clearly say how the learner has met them, or 

what the learner has done to convince the assessor that they are competent. For example, the 

comment, ‘......took a range of roles in the discussion’ is unhelpful and merely repeats words from 

the standards. However, the comment, ‘.... asked questions, clarified comments and at times led 

the discussion’, exemplifies what they did to meet the standards. 

Any supporting evidence (for example, from the discussion, notes of any preparation, recordings) 

should be kept and should also be presented to the external moderator when required. This helps 

to confirm the centre’s decision but does not replace the need for the assessor to complete the 

Assessor Observation Record Forms. 

Group size and composition: There must only be two participants in an exchange. It is 

recommended that in a group discussion the number of participants is between three and five. It is 

also recommended that the assessor is not part of the group discussion. These recommendations 

are not intended to add hurdles but to ensure that assessors can fully concentrate their efforts on 

observing learners and assessing whether they are meeting the requirements of the standards. 

With more learners in a group, each will have less opportunity to contribute and the task of 

assessing more than this number at any one time becomes increasingly difficult, as it does if 

someone is trying to both assess and contribute to a discussion. 

For a group discussion participants can be made up of learners and others.  You do not have to 

assess everyone taking part in the discussion. Those taking part should be aware of the purpose of 

the discussion. 

The length of time for the assessment of the Speaking, Listening and Communicating component 

is 20 minutes in total and should take place under Controlled Assessment conditions. The 

discussion must be sufficiently long for the learners to show they are competent across the subject 

content and all aspects of the coverage and range. It is therefore acceptable if the discussion takes 

longer than indicated, as long as it is no more than double the prescribed time. 

Exemplar Assessor Observation Record Forms are available on the qualification webpage and 

illustrate the expected performance of learners who meet the criteria for a pass and those who 

fail to meet the criteria for pass. 

https://www.ocr.org.uk/
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4.7.2 Centre Assessor responsibilities 

The centre assessor is normally the course tutor and is responsible for assessing learners' work. 

Centres will need to identify staff who will act as assessors. Centres must ensure that its assessors 

have the appropriate expertise and are adequately informed and supported to fulfil their 

responsibilities including providing suitable training. 

Assessors must: 

 judge learners’ work against the standard identified in the subject content 

 ensure that summative assessment complies with the controlled assessment conditions 

specified by OCR for the qualification 

 identify valid and sufficient evidence 

 identify gaps in evidence 

 give feedback to learners and ensure it is in line with requirements for controlled 

assessment 

 liaise with other assessors in the centre to ensure assessment decisions are standardised 

 verify learner achievement by completing and signing our documentation (i.e. Assessor 

Observation Record Forms) 

 maintain records of learners’ achievements. 

4.7.3 Controlled assessment 

Controls are set for each of the three stages in the assessment process: task setting, task taking 

and task marking. Controls are set within assessments so that validity and reliability are ensured 

and that assessors can confidently authenticate learners’ work.  Controls will also make 

assessments more manageable for tutors and learners. Within each of the stages the level of 

control will vary.  Unlike GCSEs where controlled assessment also applies, the level of controls for 

Functional Skills are not described as limited, medium or high but are defined by what this means 

in terms of practical application within the assessment. 

The following sections set out the overall OCR approach for the OCR Functional Skills English 

Speaking, Listening and Communicating at Level 1 and 2. 

Centre staff involved in the assessment of Functional Skills controlled assessments should also 

familiarise themselves with the JCQ document Instructions for conducting coursework. This 

document is reviewed annually and republished each September and can be downloaded from 

www.jcq.org.uk. 

4.8 Task setting for SLC 

4.8.1 The OCR approach 

We provide guidance for the assessment of the SLC component in the assessment material, along 

with the guidance in this specification. 

Learners will need to take part in a planned learning programme that covers the underpinning 

knowledge and skills of the component in addition to completing the designated assessment tasks. 

http://www.jcq.org.uk/
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4.8.2 Using the assessment material  

One SLC task is provided per year for centres to use, however, it is recommended that you choose 

a topic to suit your learners, or to allow learners to choose one of their own. You should aim to set 

the tasks in an appropriate context which your learners will find meaningful, relevant and engaging, 

and that covers the subject content. These activities can be wholly practical, class-based, or a 

mixture of both depending on the needs of the learner. 

When adapting the task provided to suit your learners please ensure that you only change the 

context/subject matter. You must not change the nature of the assessment to ensure that there is 

no change to the: 

 subject content assessed 

 level of demand assessed  

 total allocated time of the assessment,  unless there are special consideration agreements 

in place. 

Assessor Observation Record Forms are available on the qualification page of the OCR website. 

These forms are designed to be used as summative records of a learner’s assessment. They 

identify the criteria the learner needs to achieve in order to pass the Level 1 and Level 2 Speaking, 

Listening and Communicating assessment. The Assessor Observation Record Forms must be 

submitted to OCR as evidence of achievement for the learner, together with supporting evidence 

(where appropriate). 

  

https://www.ocr.org.uk/


 

© OCR 2019  27 
OCR Levels 1 and 2 Functional Skills English 

4.9 Task taking for SLC 

4.9.1 The OCR approach 

Under the process of task taking, levels of control are set for the unit under the key aspects of 

authenticity, time, resources and collaboration. 

4.9.2 Definitions of the controls 

(a) Authenticity control: Assessors/tutors must be confident that the work they mark is the 

learner’s own. Within Functional Skills English OCR expects assessors to supervise and guide 

learners who are undertaking work for internal assessment. 

Learners must complete all work for assessment under formal supervision, that is, in direct sight of 

the tutor at all times.  It is acceptable for any preparatory work for assessment to be under limited 

supervision.  For example, learners may wish to research a topic prior to discussing this as a 

group. 

With all internally assessed work, the tutor must be satisfied that the work submitted for 

assessment is the learner’s own work and be able to authenticate it. Your centre must ensure for 

all learners who participate in the assessment; that plagiarism does not take place; sources used 

by learners are clearly recorded and each learner’s preparation for the final production of work is 

the learner’s own. 

When supervising tasks, assessors are expected to: 

 offer learners advice about how best to approach such tasks 

 exercise continuing supervision of work in order to monitor progress and to prevent 

plagiarism 

 exercise continuing supervision of practical work to ensure essential compliance with 

Health and Safety requirements 

 ensure that the work is completed in accordance with the qualification requirements and 

can be assessed in accordance with the specified marking criteria and procedures. 

Learners must not plagiarise. Plagiarism is the submission of another’s work as one’s own and/or 

failure to acknowledge the source correctly.  Plagiarism is considered to be malpractice and could 

lead to learners being disqualified. Plagiarism sometimes occurs innocently when learners are 

unaware of the need to reference or acknowledge their sources. It is therefore important that 

centres ensure that learners understand that the work they submit must be their own and that they 

understand the meaning of plagiarism and what penalties may be applied. Learners may refer to 

quotations or evidence, but they must list their sources. The rewards from acknowledging sources, 

and the credit they will gain from doing so, should be emphasised to learners as well as the 

potential risks of failing to acknowledge such material.  Learners may be asked to sign a 

declaration to confirm that the work they submit is their own.  Centres should reinforce this 

message to ensure learners understand what is expected of them. 

Please note:  Centres must confirm to OCR that the evidence produced by learners is authentic 

when they submit their marks. The Centre Authentication Form which can be downloaded from our 

website includes a declaration for assessors to sign. It is a requirement of the Ofqual Common 

Criteria for all Qualifications that proof of authentication is received. 

(b) Feedback control: The degree of assessor guidance in learners’ work will vary according to 

the kinds of work being undertaken. It should be remembered, however, that learners are required 

to reach their own judgements and outcomes. Whilst feedback that remains at the general level 

may be provided to learners, centres must ensure that the evidence submitted for final 
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assessment is the learner’s own work. It is not acceptable for assessors to provide model answers. 

In preparation for assessment, the support and guidance should focus on checking that learners 

understand what is expected of them during the assessment. For example learners should be advised to 

read the front cover instructions and task(s) carefully, learners should also be advised how long they 

have to complete the assessment.  Once work has been marked, if a learner has not met the 

requirements centre staff can give a general level of feedback to learners. For example, centre staff can 

identify what area of work could be improved but not detail how to improve it. Centre staff can remind 

learners about what they were taught but not how to apply it to improve the work. 

Any advice to individual learners over and above that given to the class as a whole and that is not 

of a general nature should be recorded on the Assessor Observation Record Form. 

(c) Time control: The time available to learners to complete the assessment tasks is 2 hours and 

10 minutes for Level 1 and 2 hours and 15 minutes for Level 2 in total.  Any attempt by the learner 

at a task that is used for summative assessment must be completed under controlled assessment 

conditions. 

There is no time limit for any preparatory work so this will be over and above the time designated 

for the assessment. 

(d) Resource control: Access to resources will be limited to those appropriate to the learning and 

assessment and as required by the unit.  Learners will need to be provided with the most 

appropriate materials and equipment to allow them full access to the assessment.  For the unit 

basic workplace equipment will be adequate. 

(e) Collaboration control: Learners must provide evidence of their own individual work. The work 

of individual learners can be informed by working with others during preparatory work for formal 

discussion, for example, but all learners must be assessed on their own performance. 

4.10 Task marking for SLC 

4.10.1 The OCR approach 

All internally assessed components will be marked by the centre assessor(s) and moderated by the 

OCR Moderator.  

4.10.2 Applying the subject content 

The subject content has been applied throughout the assessment. The starting point for marking 

the Speaking, Listening and Communicating assessment tasks is the Assessor Observation 

Record Form available on available on OCR’s secure portal. 

Marking should be positive, rewarding achievement rather than penalising failure or omissions. The 

award of marks must be directly related to the pass criteria.  
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No boundary mark is set for the Speaking, Listening and Communicating assessments. A learner 

who has met all the criteria for a pass on the Assessor Observation Record Form, will achieve a 

pass for this component. The performance descriptor for the pass is in the table below: 

 Performance descriptor  

Pass   Learners generally demonstrate the requirements for the level: 

o consistently, 

o effectively, and 

o to an appropriate degree for that level.  

 Overall performance across the range of requirements for the 

level is secure; any insufficient demonstration of any individual 

content statement is balanced by appropriate demonstration of 

that same content statement elsewhere. 

 

A learner must achieve a pass in all three components at the same level to achieve a pass for the 

qualification. 

Component results can be carried forward from previous attempts at the same level or from other 

awarding organisations. 

4.11 Quality assuring the controls 

It is the responsibility of the Head of Centre to ensure that the controls set out in this section of this 

specification are imposed. We will quality assure this through a system of centre inspection which 

will include assuring the centre processes and observing some centre assessment on a sampling 

basis. For this reason centres may be asked to notify us of dates and times when learners are 

undertaking the tasks which comprise the assessment of the centre assessed components. 

4.12 Quality assuring assessment 

Each centre is required to provide evidence of its quality assurance process that ensures its 

assessment decisions are accurate and consistent across all assessors. 

Centres must identify an individual who is accountable to OCR for the centre’s assessment 

decisions. This individual will be responsible for: 

 maintaining a list of current assessors 

 ensuring that the assessment decisions of all current assessors are accurate 

 maintaining records of the outcome of standardisation activities 

 regularly sampling the assessment decisions of all assessors and recording the outcome 

 recording advice and actions given to assessors in relation to any discrepancies in 

assessment. 
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4.13 External monitoring of SLC 

External monitoring ensures centres’ assessment decisions are accurate and meet the national 

requirements of this qualification. 

OCR Monitors are appointed by us to quality assure centre assessment decisions. 

Ongoing monitoring of a centre’s assessment decisions is achieved through systematic sampling. 

The assessment decisions of each assessor submitting work will be sampled. The outcomes of 

ongoing monitoring will apply to all work submitted in each claim for SLC. No substitution of 

learners’ work will be allowed.  

The OCR monitor will complete a Centre Feedback Report Form for the Speaking, Listening and 

Communicating assessments.  If the centre assessment is inaccurate, the centre will be notified 

and the claim will be withdrawn. Individual learners can be withdrawn from the claim for 

clerical/administrative errors only. 

You should only submit the appropriate documentation for ongoing monitoring. We anticipate that 

you will wish to create programmes of learning that will generate additional items of evidence. 

However, we do not require you to submit additional evidence produced by the learner in the 

course of an activity. 

We require that all Assessor Observation Record Forms submitted in support of achievement for 

Speaking, Listening and Communicating are signed by the tutor and learner prior to submission for 

ongoing monitoring and are sent to OCR via OCR’s digital portal. 

Tutors must check that each aspect of the subject content has been successfully met by the 

learner before work is signed and submitted to OCR. 

On an annual basis you will be asked to submit relevant audio recordings of SLC assessments and 

a completed Self-Assessment Form (SAF). For further information see Section 4.7.1   

Any queries concerning the qualifications or assessment must be directed to OCR, Coventry, (see 

Section 7). 

4.14 Re-sits 

For the reading and writing components there are no limits on the number of times a learner may 

re-sit individual assessment components but learners must take a different variant on each 

occasion. 

If they do not meet the minimum pass requirements for the component, they can retake that 

component and carry forward pass results for other components from a previous attempt. 

Learners may also carry forward pass results for components from other awarding organisations. 
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4.15 Reporting suspected malpractice 

It is the responsibility of the Head of Centre11 to report (in writing) all cases of suspected 

malpractice involving centre staff or learners. A JCQ Report of Suspected Malpractice form 

(JCQ/M1), which is available to download from the JCQ website, should be completed and emailed 

to malpractice@ocr.org.uk. 

When asked to do so by OCR, Heads of Centres are required to investigate instances of 

malpractice promptly and report the outcomes to OCR. 

Further information can be found on our website https://www.ocr.org.uk/administration/stage-3-

assessment/malpractice/ 

 

 
 

                                                           
1The Head of Centre is defined as the most senior officer in the organisation, directly responsible for the 

delivery of OCR qualifications, e.g. the Principal of a College, the Head Teacher of a school, the Managing 

Director of a Private Training Provider or the Group Training Manager of a major company 

 

https://www.ocr.org.uk/administration/stage-3-assessment/malpractice/
https://www.ocr.org.uk/administration/stage-3-assessment/malpractice/


 

© OCR 2019  32 
OCR Levels 1 and 2 Functional Skills English 

5 Support 

5.1 Free resources 

The following materials are available on our website: 

 Mapping documents 

 Exploring the design of our question papers 

 Delivery Guides 

 Learner style answers 

 Sample Assessment Materials 

 Practice materials (paper-based and on-screen) 

 Schemes of work 

 Preparing learners for speaking and listening assessments. 

5.2 Endorsed publications 

OCR endorses a range of publisher materials to provide quality resources for centres delivering its 

qualifications. To see any endorsed resources relevant to this qualification please go to the subject 

page on the OCR website. 

5.3 Our professional development programme (CPD) 

As part of our teacher training we offer a broad range of courses. We’re constantly looking for ways 

to improve the support we offer you and to make our professional development programme more 

accessible and convenient to all.  

To find out more about what is available, please visit our website at www.cpdhub.ocr.org.uk/. 

http://www.cpdhub.ocr.org.uk/
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5.4 Documents and links 

Please go to www.ocr.org.uk/administration/ for further information on the following:  

 making entries for Functional Skills 

 making claims for Functional Skills 

 conducting on-screen tests 

 Instructions for Conducting Examinations 

 results and certificates 

 querying results. 

For JCQ Publications please go to www.jcq.org.uk for information on the following: 

 Suspected Malpractice in Examinations and Assessments 

Ofqual – www.gov.uk/government/organisations/ofqual 

Department for Education – www.gov.uk/government/organisations/department-for-education 

5.5 Results Reports 

A number of results reports will be available in Surpass, our on-screen testing system. These will 

be available to all centres offering the Functional Skills qualifications for both on-screen or paper-

based assessments.  

To access these you will need a Surpass account, go to the Test Administration, then Results 

screen. Here you will be able to view your candidates’ results and generate reports as PDF files, 

which can be downloaded. 

There are five reports available as follows: 

 Candidate report 

 Summary 

 Candidate breakdown 

 Test breakdown 

 Results slip 

Further information about these reports can be found in Appendix A.   

 

 

http://www.ocr.org.uk/administration/
http://www.jcq.org.uk/
http://www.gov.uk/government/organisations/ofqual
http://www.gov.uk/government/organisations/department-for-education
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6 Administration and other information 

6.1 Administration 

For information on how to administer this qualification please follow the link to OCR's Administration 

area, www.ocr.org.uk/administration/   

You will find all the details about how this qualification runs, what you need to do and when. It covers 

everything from becoming an OCR centre, to making entries, claiming certificates, special 

arrangements and contacting us for advice. 

6.2 Unique Learner Numbers (ULN) and the Personal Learning 
Record (PLR) 

This is a personal ten-digit number, which is used to ensure learner achievement information can be 

provided to their Personal Learning Record (PLR). ULNs are provided and administered by the 

Learning Records Service (LRS).  

Learners over the age of 14 in UK education or training can access the PLR using their ULN. Learners 

keep the same ULN to access their PLR throughout their lives and whatever their level of learning.  

Learners that claim certification for publically funded qualifications must have a valid ULN. 

Where a learner has a ULN, you must enter their ten digit number in the ULN field when making 

entries via OCR’s secure portal. For learners who do not have a ULN, a claim will still be accepted if 

you leave this field blank, but OCR will not be able to send these achievements to the PLR. 

Further information about this can be found in the Administration area and at the Learner Records 

Service.   

6.3 Claiming certificates 

These are single unit qualifications. Learners who achieve a pass for the unit will be awarded the 

appropriate certificate, giving the full qualification title. 

OCR Level 1 Functional Skills English 

OR 

OCR Level 1 Functional Skills English 

Learners who do not meet the criteria for a pass, will be issued with a result of fail. 

Certificates will be issued directly to your centre for successful learners. In order to ensure that these 

are automatically issued, you must ensure that the OCR learner number is always used.  For more 

details refer to the Administration area, certificates, www.ocr.org.uk/administration/. 

  

http://www.ocr.org.uk/administration/
http://www.ocr.org.uk/administration/
https://www.gov.uk/government/publications/learning-records-service-the-plr-for-learners-and-parents
https://www.gov.uk/government/publications/learning-records-service-the-plr-for-learners-and-parents
http://www.ocr.org.uk/administration/
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6.4 Enquiries about results 

Under certain circumstances, you may wish to query the result(s) issued to one or more learners.  

To find out more about this, please refer to the JCQ Post-Results Services booklet and the 

Administration area, post results services, www.ocr.org.uk/administration/. 

6.5 Replacement certificates 

For details on replacement certificates refer to the Administration area, certificates, 

www.ocr.org.uk/administration/. 

6.6 Avoidance of bias 

We have taken great care in the preparation of this qualification to avoid bias of any kind. Special 

focus is given to the eight strands of the Equality Act with the aim of ensuring direct and indirect 

discrimination is avoided. 

6.7 Regulatory requirements 

These qualifications comply with Ofqual’s Functional Skills English Conditions and Requirements and 

Department for Education’s Functional Skills English Subject Content. 

6.8 Mode of delivery 

You are free to deliver these qualifications using any mode of delivery that meets the needs of your 

learners. Whatever mode of delivery is used, you must ensure that learners have appropriate access 

to resources. 

You should consider the learner’s complete learning experience when designing programmes. This is 

particularly important where learners are studying part time alongside work commitments as they may 

bring with them a wealth of experience that should be utilised to maximum effect by your staff. 

We do not specify the mode of study or a time limit for the achievement of these qualifications other 

than the last entry/last certification dates. We will notify you at least six months before the qualification 

closes for entries and this information will be available on Ofqual’s register of regulated qualifications 

and our last entry/certification notification. 

  

http://www.ocr.org.uk/administration/
http://www.ocr.org.uk/administration/
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6.9 Centre resources and requirements 

Centres must provide appropriate assessment facilities for learners that comply with our regulations 

stated in the OCR Instructions for Conducting Examinations which is available to download from the 

Administration area of our website. 

Sample assessment material for the OCR Level 1 and 2 Functional Skills English is available to 

download from our website www.ocr.org.uk. Centres can use these sample assessments as practice 

papers to prepare learners for the final assessment.  

Practice papers will also be available on the qualification webpage.  

6.10 Arrangements for learners with access-related needs 

In line with the guidance provided by Ofqual for Functional Skills, learners can have access to all 

forms of equipment and software that constitute their normal way of working. However, these must 

not affect the reliability or validity of assessment outcomes or give the learner an assessment 

advantage over other learners undertaking the same or similar assessments. 

Centres must apply to the OCR Special Requirements team for access arrangements that require 

exam board approval using an OCR Access Arrangements Form (available on the OCR website). 

Several arrangements are centre delegated i.e. OCR approval is not required. Details of selected 

arrangements can be seen in the table later in this section, but full details are available on the 

OCR website.  

To place an order for modified papers for the Level 1 or Level 2 on-demand Reading and 

Writing components, complete the OCR Modified Paper Order Form and email it to 

modified.papers@ocr.org.uk. 

Reading within Functional Skills qualifications 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. 

As a reasonable adjustment, learners who are classed as disabled under the terms of the Equality 
Act, and use assistive technology as their normal way of reading, can demonstrate that they are 
able to independently meet the requirements of the reading standards through use of screen reader 
software. 

A human reader cannot be used to demonstrate the requirements of the standards as this does not 
meet the requirement for independence. 

Writing 

Writing within Functional Skills qualifications 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. 

As a reasonable adjustment, learners who are disabled under the terms of the Equality Act and 

who use assistive technology as their normal way of producing written texts can demonstrate 

that they are able to independently meet the requirements of the writing standards through use 

of a computer and appropriate software. 

A human scribe cannot be used to demonstrate the requirements of the standards as this does not 
meet the requirement for independence.  

http://www.ocr.org.uk/
https://www.ocr.org.uk/Images/ocr-modified-paper-order-form.pdf
mailto:%20modified.papers@ocr.org.uk
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Speaking, Listening and Communicating 

Speaking, Listening and Communicating within Functional Skills qualifications are defined as 

non- written communication, normally conducted face-to-face. 

In exceptional circumstances, assessment may take place remotely, provided that the medium 

through which remote assessment takes place: 

• does not create barriers to achievement and success 

• enables learners to demonstrate achievement against the full range of standards using the 
full range of permitted strategies. 

The term 'speaking, listening and communicating', as used by these standards, is 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. 

The needs of individual learners will vary but, as guidance, the term should be interpreted as 

meaning communication, discussion and presentation that: 

• can include use of sign language (e.g. British Sign Language, sign-supported English) 

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 communicating where 

BSL is the learner's normal way of communicating in the contexts described by the 

standards). No other languages are permitted as alternatives to English 

• can include access to augmentative speech equipment and such software as constitutes the 
learner's normal way of working 

• does not depend solely on the use of written language or require the individual/s with whom 
the learner is communicating to be able to read (as these skills are covered by the 
requirements for reading and writing). 
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The access arrangements permissible for use in this qualification are as follows: 

 

Access arrangements 

(Where there is an asterisk 
* please see notes as there 
are important exceptions) 

Yes/
No 

Type of assessment 

Reader 

(OCR approval required) 

Yes* For Speaking, Listening and Communication (SLC) in 
instructions only.  

For Reading, no human reader is allowed although assistive 
reader technology can be used.  

For Writing, a human reader can read the assessment 
instructions only. 

Scribe 

(OCR approval required) 

Yes* For SLC, for recording outcomes of discussions and 
presentations only.  

For recording learner responses to Reading tasks only. 

Not permitted for Writing, although learners can use assistive 
technology as their normal way of producing written texts can 
meet the requirements of the assessment through use of a 
computer and appropriate software. 

PC 

(Centre delegated) 

Yes For SLC, can include access to augmentative speech 
equipment and such software as constitutes the learner's 
normal way of working. For Reading, learners who can use 
assistive technology as their normal way of reading, can use 
screen reader software. Learners who use assistive 
technology as their normal way of producing written texts can 
meet the requirements of the assessment through the use of a 
computer and appropriate software. 

Please note that Spellcheck facilities are not permitted in 
Writing assessments. 

Transcripts No* Only permitted when submitting scripts of learners who have   

answered in Braille, where a transcript is mandatory. 

Communicator/signer 

(Centre delegated) 
 

 

 

 

 

 

 

Yes* * For SLC, can include use of sign language (e.g. British Sign 
Language, sign-supported English) provided this is made 
accessible to all participants in the discussion, where BSL is 
the learner's normal way of communicating in the contexts 
described by the standards. No other languages are permitted 
as alternatives to English. However, augmentative speech 
equipment and such software as constitutes the learner's 
normal way of working can be also used.  

You must video record assessments and inform OCR that 
evidence is being provided in a different format. 

Not permitted for Reading and Writing. 
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Supervised rest break 

(Centre delegated) 

Yes  

Modified question papers 
(including Braille) 

Yes Can be ordered for the Reading and Writing components. 

Extra time 

(see notes) 

Yes Up to 25% extra time can be granted by the centre based on 

evidence of need. 

Amounts greater than 25% need to be applied for to gain OCR 

approval. 

Dictionaries/bilingual 
dictionaries 

(Centre delegated) 

Yes* * Yes for Reading component only. 

Not permitted for Writing component. 

External Device to load 
personal settings 

(Centre delegated) 

Yes Permitted as a reasonable adjustment provided this does not 
compromise the assessment or give the learner any 
advantage not available to other learners 

 

If a learner has complex needs and requires an adjustment not listed here, then please contact 

srteam@ocr.org.uk to discuss whether a reasonable adjustment can be agreed to put in place for 

the learner. 

  

mailto:srteam@ocr.org.uk
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7 Contacting us  

7.1 Feedback and enquiries 

If centres have any comments or enquiries about the qualification in this specification, please 

contact the Customer Support Centre: 

Write to: Customer Support Centre 

OCR 

Progress House 

Westwood Way 

Coventry 

CV4 8JQ 

Telephone: 024 76 851509 

Fax: 024 76 421944 

Email: vocational.qualifications@ocr.org.uk  

Alternatively, you could visit OCR’s website at www.ocr.org.uk for further information about OCR 

qualifications. 

7.2 Complaints 

All complaints will be handled sensitively and speedily and used to inform how our service to 

customers can be improved. 

If centres are not satisfied with a product or service OCR has provided please follow the process 

set out in the complaints policy. 

We can be contacted: 

by post – write to: 

Director of Assessment Standards 

OCR 

The Triangle Building 

Shaftesbury Road 

Cambridge 

CB2 8EA. 

by email – send an email to complaints@ocr.org.uk  

by phone/fax – contact our Customer Support Centre: 

Telephone: 024 76 851509 

Fax: 024 76 421944 

mailto:vocational.qualifications@ocr.org.uk
http://www.ocr.org.uk/
http://www.ocr.org.uk/contact-us/complaints-policy/
mailto:complaints@ocr.org.uk
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Appendix A 

Report type Information contained How to generate the report 

Candidate 
report 

 

For each candidate, a 
combination of: 

 Summary 

 Candidate breakdown  

 Results slip reports. 

 

To create a report for each candidate at 
a time, you will need to: 

 double click on the candidate’s 
result or highlight the candidate’s 
result  

 click the Candidate Report button. 

Summary 

 

For one or more candidates: 

 Candidate details 

 ULN 

 Reference  

 Test date 

 Results. 
 

To create a report for one or more 
candidates, you will need to:  

 highlight their result  

 click the Summary button.  

or 

 Use a report wizard to create a 
report for up to 50 candidates for 
the same assessment over a 
selected time period. 

Candidate 
breakdown 

 

For one or more candidates’ 
assessment, a combination 
of:  

 Summary report and  

 Individual results 
breakdown. 

This will show the percentage 
of marks achieved by subject 
content.  

To create a report for one or more 
candidates for the same test, you will 
need to: 

 highlight their result  

 click the Candidate Breakdown 
button.  

or 

 Use a report wizard for up to 50 
candidates for the same 
assessment over a selected time 
period.  

Test 
breakdown 

 

The report contains: 

 An overall results 
breakdown for a given 
assessment showing the 
percentage marks 
achieved by subject 
content. 

 

To create a report for given assessment, 
you will need to: 

 highlight the result for one or more 
candidates  

 click the Test Breakdown button. 

or  

 Use a report wizard for a given 
assessment taken by up to 50 
candidates over a selected time 
period. 

Results slip 

 

The report contains an 
informal results slip for one or 
more candidates’ 
assessment. Along with the 
candidate’s details it includes 
the result and percentage 
marks achieved.  

To create a report for one or more 
candidates, you will need to: 

 highlight their result  

 click the Results slip button.  

or 

 Use a report wizard for up to 50 
candidates for the same 
assessment over a selected time 
period. 
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