Learner Tracking & Assessment for Functional Skills English Level 2 
This document can be used to support learner development of Functional Skills.  It should be used during the early stages of the programme to record each learner’s Functional Skills starting point' and then along the learning journey and towards the end of the course to measure how far their Functional Skills have developed. The learners, along with their tutor, should identify on a scale of 1 - 5 where they are at, 1 being limited skills and 5 being excellent skills. This document can then be kept by the tutor for quality/audit purposes.
	Learner Name:
	
	Learning Programme:
	

	Organisation:
	
	Unique Learner Number:
	


	Skill – rate the learners skills from 1 – 5
 (5 being the highest) 
	Early in the programme


	Mid Programme


	Towards the end of programme




	Level 2 – Speaking and Listening
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5

	Make a range of contributions to discussions in a range of contexts, including those that are unfamiliar, and make effective presentations
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Consider complex information and give a relevant, cogent response in appropriate language
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Present  information and ideas clearly and persuasively to others
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Adapt contributions to suit audience, purpose and situation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Make significant contributions to discussions, taking a range of roles and helping to move discussion forward 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Skill – rate the learners skills from 1 – 5 

 (5 being the highest)
	Early in the programme


	Mid Programme


	Towards the end of programme




	Level 2 – Reading
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5

	Select, read and understand and compare texts and use them to gather information, ideas, arguments and opinions
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Select and use different types of texts to obtain and use relevant information
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Read and summarise succinctly information/ideas from different sources
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identify the purposes of texts and comment on how meaning is conveyed
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Detect point of view, implicit meaning and/or bias
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Analyse texts in relation to audience needs and consider suitable responses In three or more texts.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Skill – rate the learners skills from 1 – 5
 (5 being the highest) 
	Early in the programme


	Mid Programme


	Towards the end of programme




	Level 2 – Writing
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5

	Write a range of texts, including extended written documents,  communicating information, ideas and opinions, effectively and persuasively 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Present information concisely, logically and persuasively
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Present information on complex subjects clearly and concisely 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Use a range of writing styles for different purposes
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Use a range of sentence structures, including complex sentences and paragraphs to organise written communication effectively
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Punctuate written text using commas, apostrophes and inverted commas accurately 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ensure written work is fit for purpose and audience, with accurate spelling and grammar that support clear meaning in a range of text types
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Date
	Feedback & Any Action Required:
	Date for Completion
	Tutor Name

	
	Early in Programme:
	
	

	
	
	
	

	
	Mid Programme:
	
	

	
	
	
	

	
	Towards the End of Programme:
	
	

	
	
	
	

	
	General Feedback and Additional Support Requirements:
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