
FAQs 

 
Levels 3 and 4  
Certificates in Adult Literacy/Numeracy 
Subject Support/Specialists (9483, 9484, 9485 and 9486) 
 
 
In response to the feedback received at the centre standardisation events held in June 
2005, City & Guilds have devised some FAQs which we hope you will find useful. 
Centres are reminded to refer to the following resources for further support. 
• Qualification Handbooks – available from www.basic-skills.org.uk 
• Product News 
• Chief Examiner reports 
• Useful websites addresses, for example: 

www.basic-skills.co.uk  (Basic Skills Agency) 
www.nwpdp.org 
www.acer.ac.uk 
www.sfqi.org.uk 
www.move-on.org.uk 
www.talent.ac.uk 

 
 
Q1 Is an initial assessment required? 
 
A. City & Guilds does not set any formal entry requirements for these qualifications 

although candidates should have, or be supported to gain, the appropriate skills to 
access and complete the course. Any initial assessment does not form part of the 
qualification so is not mandatory. However, we would strongly recommend that 
centres have a process for initially assessing candidates. 

 
Q2 Is there any flexibility in the word count indicated on the assessment tasks? 
 
A. Unless a task requires a specific format, eg report, centres should use their 

discretion and encourage candidates to use strategies to provide answers to tasks 
that are concise and fit for purpose. This might, for example, include the use of 
bullet points. 

 
Q3 Are there any plans to change the current assessment regime? 
 
A. Our qualifications are accredited by QCA until December 2006 and are endorsed 

by SVUK in their current form. We therefore have no plans to change the 
assessment regime for the moment. 

  
 However, if any changes are required in the future following QCA/SVUK review we 

will ensure that centres are notified as soon as practicable. 
 
Q4 Is there a recommended sequence for delivery of the units for these awards? 
 
A. City & Guilds do not prescribe course design, although centres should plan the 

delivery of units to suit local circumstances, staff availability and candidates’ needs.  
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 For further details please refer to course design section in the relevant qualification 

handbook. 
 
Q5 What are the requirements for candidates to demonstrate achievement of 

specific criteria eg ‘use of conventions of grammar’ correctly? 
 
A. Candidates need to be able to read and interpret written tasks and write answers in 

a legible and understandable form. Candidates also need to be able to organise 
written information clearly and coherently. There may also be task-specific 
requirements which will be shown in the assessment criteria. 

 
Q6 How long do centres need to keep portfolios, internally marked assignments 

and assessment/IV records? 
 
A. Like all City & Guilds qualifications with externally verified assessment, centres are 

required to keep portfolios until the next verification/moderation visit after 
certification has been claimed. Records of assessment decisions should be 
retained for at least three years. For more information please see the document 
‘Providing City & Guilds qualifications’.  

 
 Once the next verification/moderation visit following certification has taken place, 

assignments may be discarded. Under no circumstances may they be returned to 
candidates. 

 
Q7 Is there any further information about the Level 3 and Level 4 routes? 
 
A. Routemaps for the level 3 and 4 qualifications can be ordered through DfES 

Publications, quoting the reference numbers shown below, on 0845 60 222 60. 
More information about the Skills for Life Strategy in relation to practitioners can be 
found at www.dfes.gov.uk/readwriteplus 

 
• Existing Skills for Life teachers (ROUTEMAP-ET) 
• New specialist Skills for Life teachers (ROUTEMAP-NT) 
• Supporting Skills for Life learning for teachers of other subjects and those in a 

learning support role (ROUTEMAP-SL) 
 
 
Q8 What is the pass mark for internally marked and externally marked 

assessments for the Level 3 awards? 
 
A. The mark schemes for all of the internal assessments indicate the appropriate pass 

mark that assessors should apply. The pass mark for the externally marked level 3 
assessments will vary slightly from series to series, although they are criterion 
referenced. All markers are subject to a rigorous standardisation process to ensure 
consistent assessment decisions for each candidate. 
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Q9 Is there an attendance requirement and can on-line study count towards the 

guided learning hours? 
 
A. Any attendance requirements are determined by the centre, although common 

practice might suggest around 80% attendance. City & Guilds does not suggest 
any formal course design, however any specific arrangements such as on-line 
learning would need to be agreed with the External Verifier. Funding issues for 
blended learning would need to be referred to the local LSC.. 

 
Q10 Is there APL for existing English/Maths qualifications? 
 
A. Yes SVUK have identified qualifications which give exemptions. City & Guilds have 

devised an initial assessment for demonstrating skills in English for the literacy 
qualifications, so that candidates do not need to complete a full taught programme. 

 
Q11 How can I assure the quality of observations for teaching/subject support 

practice? 
 
A. It is the responsibility of the centre to ensure that all staff are familiar with the 

requirements for satisfactory observations. City & Guilds would expect centres to 
ensure this through staff training and internal standardisation/moderation. For more 
information please refer to the Qualification Handbooks for guidance on this under 
‘Staffing’. 

 
Q12 If a candidate has been unable to make presentation for an identified literacy 

personal skills unit, could this be assessed in the course of their normal 
classroom teaching? 

 
A. Candidates are required to demonstrate competence in presenting a range of 

material to a variety of audiences. For assessment purposes, candidates are 
required to make a presentation to their peers. 

 
Q13 Does a Level 4 candidate need to supply observers with lesson plans? 
 
A. Yes, as this forms part of the teaching role. 
 
Q14 If a Level 3 Numeracy candidate’s answer is incorrect, but the method used 

is correct, can marks be allocated? 
 
A. The marks given for the method are indicated in the mark scheme and can be 

awarded to the candidate if their method is correct – ‘Follow through’ should be 
applied. 
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Q15 For the Series 1, Level 3 Numeracy Subject Support Statistics assignment 

(unit 3 question 2), the data collection activity is very onerous for candidates. 
Can I supply some data sets? 

 
A. Some data sets may be provided, eg from a previous cohort’s data collection, if this 

facilitates completion of the task for candidates. However, centres will need to 
ensure that candidates do some of the data collection for the task to demonstrate 
competence. No more than 50% of the data may be provided for the candidates. 

 
Q16 Where can I find the Chief Examiner reports for these externally marked 

assessments? 
 
A. The latest examiner report can be found on the City & Guilds Skills for Life website. 
 www.basic-skills.org.uk. 
 


