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February 2014 series – Examiner’s report 
 
7655-223 Level 2 Proofreading in the Legal Environment 
 
 

 
 
 
 
The pass mark for this examination is 75% with a minimum amount of marks to be gained from 
each area. However, as each examination paper is unique there can be slight variations of 
difficulty from series to series – which means that candidates are required to gain either more of 
fewer raw marks to compensate and to gain a pass. 
 
General 
 
The huge difference in the pass rate is because of the new requirement for candidates to find a 
specific percentage of errors in each part of the examination. It is no longer a matter of 
accumulating marks overall. This examination is a better test of candidate ability and that the 
standard is far more robust. Candidates will need much more guidance in order to have a better 
understanding of all parts and candidates need to take more responsibility for their own 
learning. 
 
It is disappointing to find candidates have failed because they have failed to correctly identify 
the correct spellings in Part 1.  The correct spellings are given and dictionaries are allowed. 
Candidates would be very unwise not to use a dictionary during the examination. 
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It is also disappointing when a candidate has passed Part 1 and in Part 2 achieved most 
spellings in section 1 and punctuation errors in section 2 to then fail on the consistency part of 
the paper section 3. 
 
Please note: it is a City & Guilds requirement that all candidates fill in the front of the 
exam paper with the candidate’s name, candidate number, centre number and 
candidate’s signature.  
 
In addition to the above, please ensure candidates use a pen and not a pencil to 
complete their examination. Also please ensure Invigilation Certificates are completed 
with the date and time of the examination. Centres should complete this form to confirm 
the delivery of the examination meets with the ICE requirements. 
 
 
 
Part 1 
 
Many candidates were unsuccessful in this part of the examination. Many candidates failed on 
one section. Many candidates failed Part 1 on spelling. Candidates did not correctly identify 
enough spelling errors which resulted in an overall fail even though dictionaries are allowed and 
the correct spelling of the word was an option given. It was evident that dictionaries are not 
being used as some candidates circled and crossed out the a), b), or c) option as they changed 
their mind and then wrote the letter they chose beside the question. Candidates are making 
avoidable errors and failing due to not being either prepared enough in the use of dictionaries or 
by not using them. 
 
It seems some candidates may have rushed through Part 1 to move on to Part 2, but Part 1 and 
Part 2 are of equal importance. 
 
Where candidates were unsure of the use of the apostrophe, they often failed in the punctuation 
part of this examination, thus failing to identify the required number of errors to pass.  Fewer 
candidates failed to spot the presentation errors. 
 
 
Part 2 
 
Punctuation 
 
The use of the apostrophe still caused many candidates problems. It is essential that candidates 
have an understanding of the use of all punctuation.  The comma was omitted in many papers 
after the word ‘However,’ and the comma incorrectly inserted in an address was not found by 
many candidates.  A comma appeared at the end of one paragraph which most found but then 
some candidates circled the end of all paragraphs so were not awarded the mark. 
 
It is important that candidates and centres are aware of the marking criteria for this examination.  
It is no long a matter of accumulating marks overall; each section needs to be passed. 
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Presentation and consistency 
 
This section was reasonably well answered, although some candidates did not manage to 
identify sufficient errors in this section and this resulted in an overall fail.  Many candidates 
missed the number 1 in a sentence which should have been changed to a word eg ‘Although 
Deed Poll documents are used for various purposes they have one generally accepted meaning 
.......’    Some candidates did not see the inconsistency in dates ’14 March 4th December’.  Many 
also missed that the last paragraph was indented on the right margin. 
  
Spelling 
 
This section was rather disappointing. Once again candidates should be reminded that 
dictionaries are allowed. Many candidates circled unnecessary words, eg aforesaid, hereafter, 
written, evidence again that either English or Law dictionaries are not being used. The words 
often missed were: 
 
· drawn 
· committing 
· Thursday 
· residing 
· hereof 
· signed 
· Poll 
· referred 
· of 
· not.  
          
    
Recommendation 
 
· Make use of a dictionary. 
· More practice needed on apostrophes. 
· Take time reading and re-reading the paper. Read the document backwards to ensure 

spelling errors are not missed. 
· Check each sentence makes sense. 
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February 2014 series – Examiner’s report 
 
7655-323 Level 3 Proofreading in the Legal Environment 
 
 

 
 
 
The pass mark for this examination is 75%. However, as each examination paper is unique 
these can be slight variations of difficulty from series to series – which means that candidates 
are required to gain either more of fewer raw marks to compensate and to gain a pass. 
 
 
General 
 
The overall standard in spelling was lower than anticipated. Many candidates failed the entire 
examination because of not identifying sufficient spelling errors. It is essential that candidates 
use a dictionary for this examination. It was also disappointing when candidates passed Part 1, 
and passed with high marks section 1 – spelling, section 2 punctuation, and then failed to 
identify enough errors in section 3 – consistency and presentation to achieve a pass in Part 2. 
 
Some candidates encircled an error but failed to correct it in the margin.  Checking work at the 
end should be encouraged. 
 
However, those candidates who managed to pass this paper did so with good marks. When 
candidates have the skills, they do pass with excellent scores. 
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Please note: it is a City & Guilds requirement that all candidates fill in the front of the 
exam paper with the candidate’s name, candidate number, centre number and 
candidate’s signature.  
 
In addition to the above, please ensure candidates use a pen and not a pencil to 
complete the examination paper. Also please ensure Invigilation Certificates are 
completed with the date and time of the examination. Centres should complete this form 
to confirm the delivery of the examination meets with the ICE requirements. 
 
 
Part 1 
 
Most candidates passed this part of the examination, although a few candidates missed ‘are’ 
and the underscore in ‘Courts’. 
 
Part 2 
 
Candidates and centres should be aware of the new requirement for candidates to find a 
specific number of errors in each part of the examination.  After gaining full marks for Part 1, 
many candidates went on to fail Part 2 because they were unable to identify the required 
number of errors in each of the three sections below. 
 
 
Spelling 
 
This section was well done by some candidates, although some candidates did fail the 
examination because of low marks in this section.  Please remember English and Law 
dictionaries are allowed and should be used to check any words that candidates are unsure of.    
The main errors missed were: 
 
· Hereby 
· solicitor 
· confusing the homophones sole/soul and their/there 
· Codicils 
· October 
· the word ‘residuary’ was either missed or an attempt at the spelling included (residential, 

residantery, residentary, residiary, residairy).                                   
 
Many words that were correct but circled and changed by candidates were: 
 
· annul to annual 
· Simeon to Simon 
· Susanna-Louise to Susanna Louise.  
 
Care is taken to not include an error in a name unless it appears many times within an 
examination.  
 
It seems that some candidates do no read the text carefully enough when checking for incorrect 
spellings.  More practice in proofreading is required. 
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Punctuation 
 
Several candidates failed the entire examination because they did not correctly identify the 
required number of errors in punctuation.  As in previous examinations, many candidates do not 
understand the correct use of the apostrophe.  It is essential that candidates have a reasonable 
understanding of where to insert the apostrophe. This is an important area and one which will 
continue to be tested in all future proofreading examinations. The apostrophes that caused the 
most problem were: 
 
· ‘estate’s’ 
· ‘men’s’  
· ‘Children’s’.   
 
Many candidates did not notice the last word at the end of the document was followed by a full 
stop and was incorrect (presence.). 
 
 
Presentation and consistency 
 
This section was successfully answered by the majority of candidates.  Candidates failing this 
part of the examination did not see the inconsistency in the word ‘will’ which should have a 
capital ‘W’ even though this word appeared in the concluding words just above.  Many 
candidates did not see the inconsistent line spacing in one paragraph. 
 
  
Recommendation 
 
· Make use of a dictionary. 
· More practice needed on apostrophes. 
· Take time reading and re-reading the paper. 
· Check each sentence makes sense. 
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