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November 2013 series – Examiner’s report 
 
7655-223 Level 2 Proofreading in the Legal Environment 
 
 

 
 
 
 
The pass mark for this examination is 74% 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 
minimum number of errors in each part of the examination.  This examination is a better test of 
candidate ability and that the standard is far more robust.  Most Legal Secretaries will transcribe 
audio as part of their work and it is essential they have a good knowledge of the English 
language and grammar in order to carry out their duties successfully.  Candidates will need 
more guidance in order to understand all parts.   
 
 
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.  
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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 on this part of the examination.  Some 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.   
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 errors to pass.  The main area 
missed was the punctuation of Magistrates’ and is/are. Fewer candidates failed to spot the 
presentation errors, although many did not identify the correct form of 'Tenants' Association'. 
 
It was disappointing to see that some candidates did not attempt to answer some of the 
questions in part 1.  Although guesswork is discouraged, it makes sense that candidates should 
answer all of the questions. 
 
 
Part 2 
 
Punctuation 
 
The use of the apostrophe still caused many candidates problems.  For this examination it is 
essential that candidates have an understanding of the use of the apostrophe.  This was the 
main cause of failure in this part. Candidates also need to understand the use of the colon/semi 
colon. Some candidates completely missed the error within £100.000, some even crossing out 
the third zero. 
 
More candidates are recognising the comma after - However, - but this is still being missed by 
too many.  
 
 
Presentation and consistency 
 
This section was reasonably well answered, although some candidates did not manage to 
identify sufficient errors and this resulted in an overall fail.  Several candidates did not identify 
the inconsistency error of the use of the ampersand in the salutation.  Many candidates did not 
recognise the miss-use of &/and. Other candidates encircled the previous 'Mr and Mrs', and 
candidates should be reminded that this is something that would always be put in full in a letter.   
 
The majority of candidates did not notice the incorrect complimentary close and should be 
reminded that the informal salutation of  'Dear Mr and Mrs Bryant' would always have an 
informal complimentary close of 'Yours sincerely' and not 'Yours faithfully'.   
 
Many candidates did not know how figures should be presented and did not spot the error in 
£100,000 and even changed it to £1,000 by changing the comma and adding a full stop before 
the last two 00s.  It would help candidates to read the material to get an understanding of the 
passage. 
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Spelling 
 
The performance in this section was rather disappointing. Once again, candidates should be 
reminded that dictionaries are allowed.  The words often missed were: 
 
· passed/past 
· being/been 
· sometime/some time 
· loose/lose 
· extention/extension 
· approximatley/approximately. 
 
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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November 2013 series – Examiner’s report 
 
7655-323 Level 3 Proofreading in the Legal Environment 
 
 

 
 
 
The pass mark for this examination is 74%. 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 was lower than had been anticipated.  Candidates should be careful in 
Part 2 to ensure they encircle the error and then write its correction as close as possible to it on 
the adjacent line. Candidates were putting their answers several lines from the error which 
made it difficult to determine the candidates’ intention.  A Candidate’s corrections should be 
clearly written so that there is no doubt.  As an example, the word “clients” was shown in the 
text more than once, and three errors in this word needed to be corrected.  One spelling and 
two apostrophes.  As these answers were often not near the error it was difficult to know the 
candidate’s intention.  It left the examiner to take the answer in the order of the paper which 
may not have been what the candidate had planned for. 
 
More care needs to be taken when candidates are being prepared to take examinations. 
Instructions need to be discussed with the cohort of candidates well before the examination date 
to enable everyone to know exactly what is expected of them. This becomes even more 
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important with the examination now being in two parts. Failure just in one part will have 
consequences which could have been avoided. 
 
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 
 
This section was well answered and most candidates passed this part of the examination.  The 
error that candidates often did not identify was that of too much vertical space.  Also, some 
candidates encircled the second bullet point as an error.  However, this was incorrect as this 
was identical to that given in the first passage.  The mark was awarded only if the first bullet 
point of the second passage was encircled. 
 
Part 2 
 
Spelling 
 
This section was quite well done, although some candidates did fail the examination because of 
low marks in this section.  This should not happen as dictionaries can be used to check any 
words that candidates are unsure of.  The main errors missed were: 
 
· liasing/liaising  
· prefered/preferred 
· secretarys/secretaries 
· paralegel/paralegal 
· grammer/grammar 
· practices/practise (these were either missed entirely or changed unnecessarily). 

 
Many candidates also thought that English (in the penultimate paragraph) should have a lower 
case 'E'. 
 
Punctuation 
 
Several candidates failed the entire examination because they did not correctly identify enough 
errors in punctuation.  As in previous examinations, many candidates do not understand the 
correct use of the apostrophe.  In this examination, it is essential that candidates have a 
reasonable understanding of where to insert the apostrophe.  Many candidates encircled plural 
words and indicated that an apostrophe should be placed after the final 's'. Many candidates 
also circled the word ‘sees’ and corrected it to (see’s), when the word was correct. The 
apostrophe in days’ to day’s caused a number of errors as well, with most candidates leaving 
out the apostrophe completely. Also within earner’s to earners, many candidates wanted to put 
earners’ instead of leaving the apostrophe out altogether. This demonstrates a lack of 
understanding and is an area which requires attention.   
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Also, on occasions, candidates identified the incorrect question mark by circling the word 
‘conscientious?’ and only gave the answer as to question mark incorrect in the margin but failed 
to state what it should be so therefore did not receive a mark.   
 
 
Presentation and consistency 
 
This section was generally well answered.  Where candidates missed errors, they tended to be 
the grammatical errors (are/is; is/are).  Candidates should read the text very carefully in order to 
identify the grammatical errors. 
 
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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