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Introduction 

 

This guide should be used in conjunction with the Assessor Pack and the 
assessment activities for the relevant assessment. 

 
Contained within this guide: 

 
 General information about the assessment of ESOL Skills for Life 

qualifications 
 The assessment models 

 Qualification information 
 Conditions for the assessment of ESOL Skills for Life qualifications 

 How the qualifications (units) are assessed 
 Detailed information about what is assessed in each 

unit/qualification 
 Guidance for the administration of the assessments 

 Guidance on adapting Open College Network West Midlands 

externally set assessment activities 
 Guidance on creating centre authored assessment activities 

  



  

General information about the assessment of ESOL Skills 

for Life qualifications 

 

ESOL Skills for Life qualifications assess a candidate’s ability to read, write 
and speak to convey and receive information in English, where this is not 

the candidate’s first language. 
 

Assessment activities are designed to cover the requirements of the Adult 
ESOL Core Curriculum in the relevant skills at the appropriate level. 

 
Each assessment will consist of a number of separate activities that are 

designed to be standalone, allowing centres the freedom to deliver 
assessments as a complete assessment pack or as individual assessment 

activities. 
 

For each activity, the tutor/assessor must allow the candidate the full 
time, as stipulated for that part of the assessment. 

 

Where the complete set of activities for a particular assessment is not 
completed in one session, the candidate must write the date on which the 

activity was completed, along with the start and end time of the activity. 
 

Detailed guidance for assessors on time allowed for each session can be 
found later in this guide and in the Assessor Pack for each set of 

assessment activities.  Timings should be strictly adhered to, particularly 
where assessment activities take place over a number of days/sessions. 

 
If the candidates complete the assessment activities over a number of 

days/sessions, any incomplete assessments should be stored securely by 
the assessor between sessions.   

 
Candidates may not remove any part of the assessment from the 

assessment location and must return all materials to the 

tutor/assessor at the end of each session. 
 

Candidates should use their normal or usual way of working when working 
on the assessment activities and this can include: 

 
 Using a registered BSL interpreter 

 Using adapted assessment materials (e.g. coloured paper, larger or 
different font where this is appropriate, adapted screen, etc). 

 Using an amanuensis for written tasks 
 

Please refer to the Open College Network West Midlands Reasonable 
Adjustments and Special Considerations Policy which is available to 

download from our website.  

https://www.excellencegateway.org.uk/content/etf1194
https://www.excellencegateway.org.uk/content/etf1194
https://www.opencollnet.org.uk/centres/assessment-and-evidence
https://www.opencollnet.org.uk/centres/assessment-and-evidence


  

The Assessment Models 

There are three models available for the assessment of the Open College 

Network West Midlands ESOL Skills for Life qualifications: 
 

 Externally set by Open College Network West Midlands and 
internally marked by the centre 

 *Externally set by Open College Network West Midlands with some 
adaptation to the learner group, and internally marked by the 

centre 

 *Internally set and internally marked by the centre 
 

*Where centres adapt or write their own assessments, these must be 
approved by an Open College Network West Midlands External Quality 

Assurer, or a member of the Open College Network West Midlands Quality 
team.  

 
In all cases above, the learner evidence for assessment must be internally 

quality assured by the centre and externally quality assured by an Open 
College Network West Midlands External Quality Assurer. 

  



  

Qualification Information 

There are 12 qualifications in the ESOL Skills for Life suite: 
 

Entry Level 1 

Open College Network West Midlands Entry Level Award in ESOL Skills for 
Life (Speaking and Listening) (Entry 1) – 603/4331/x 

Open College Network West Midlands Entry Level Award in ESOL Skills for 
Life (Reading) (Entry 1) – 603/4332/1 

Open College Network West Midlands Entry Level Award in ESOL Skills for 
Life (Writing) (Entry 1) – 603/4333/3 

*Open College Network West Midlands Entry Level Certificate in ESOL 
Skills for Life (Entry 1) – 603/4334/5 

 
Entry Level 2 

Open College Network West Midlands Entry Level Award in ESOL Skills for 
Life (Speaking and Listening) (Entry 2) – 603/4335/7 

Open College Network West Midlands Entry Level Award in ESOL Skills for 
Life (Reading) (Entry 2) – 603/4336/9 

Open College Network West Midlands Entry Level Award in ESOL Skills for 

Life (Writing) (Entry 2) – 603/4337/0 
*Open College Network West Midlands Entry Level Certificate in ESOL 

Skills for Life (Entry 2) – 603/4338/2 
 

Entry Level 3 
Open College Network West Midlands Entry Level Award in ESOL Skills for 

Life (Speaking and Listening) (Entry 3) – 603/4339/4 
Open College Network West Midlands Entry Level Award in ESOL Skills for 

Life (Reading) (Entry 3) – 603/4340/0 
Open College Network West Midlands Entry Level Award in ESOL Skills for 

Life (Writing) (Entry 3) – 603/4341/2 
*Open College Network West Midlands Entry Level Certificate in ESOL 

Skills for Life (Entry 3) – 603/4342/4 
 

 

*candidates who successfully achieve the three smaller Award 
qualifications at the same level may also claim the Certificate 

qualification. 
 

 
 

 
 

 
 

 
 



  

Assessment Conditions 

 
All ESOL Skills for Life assessment activities must take place under the 

following examination conditions: 

 
 Candidates must not communicate with each other during the 

assessment, unless this is explicitly part of the assessment activity. 
 

 Candidates must be supervised at all times during the assessment. 
 

 Candidates may NOT use the internet for any activities unless this is 
explicitly mentioned in the instructions for that activity. 

 
 Where a candidate does not understand assessment instructions or 

the instructions for a particular question, it is acceptable for the 
assessor/tutor to explain or clarify what is required, provided they 

do not assist candidates with aspects that are being assessed. 
 

 Assessors must ensure that timings for assessment activities are 

adhered to.  There are different timing requirements for each 
assessment activity, as well as a maximum time allowed for the 

complete assessment pack.   
 

 Candidates must not exceed the maximum time allowed either for 
any individual part of the assessment or for the assessment overall. 

 
 Incomplete assessments must be stored securely between 

assessment sittings. 
 

 Assessors must not teach any part of the assessment between 
assessment sessions. 

 
 The location for the assessment activities must be suitable in as 

much as it: 

 
o Provides no stimulus materials that candidates may use as 

part of the assessment 
o Is large enough to accommodate all candidates in an 

examination layout 
o Is sufficiently sound-proofed or insulation to be able to 

conduct speaking and listening assessments without undue 
distraction 

o Can be used to record and playback sound files (usually MP3) 
as part of the assessment for Speaking and Listening activities 

 Is equipped with a clock that is visible to all candidates for the 
duration of the allocated time for the assessment 



  

Additional requirements for assessment: 
 

o All examination posters must be displayed in the assessment 
room 

o Candidates must store all electronic devices securely at the 
start of the assessment and must not use any electronic 

device to assist them with completion of any assessment 
activity unless this is explicitly stated in the instructions for 

that activity. 
 

 Once candidates have completed an assessment pack, their 
evidence should be stored securely for marking. 

 
 All candidate evidence should be available for sampling by the 

Internal/External Quality Assurer on request. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 

  



  

How The Qualifications (Units) Are Assessed 
 

Each unit is assessed via a set of assessment activities.  These activities 
are contained in an assessment pack.  There is an assessment pack for 

each of the three modules (Reading, Writing, Speaking & Listening).  
Within each pack there are a number of assessment activities, each based 

around a single topic. 
 

Each assessment activity is designed so that it can be delivered as a 
standalone activity or as part of a series of inter-related activities.   

 
The tutor/assessor must decide if the candidates should take each activity 

as a standalone activity or as a set, to fit the candidates’ normal ways of 
working and centre timetabling restrictions. 

 

These activities must be administered as if they were external 
examinations. 

 
Each subsequent assessment pack will be based on a different topic – 

candidates may complete activities from different assessment packs, 
provided they cover all of the requirements for the unit. 

 
Candidates attempt as many or as few of the individual assessment 

activities as session timings will allow and they do not have to complete 
all of the activities at the same time. 

 
However, all assessment materials must be stored securely between 

sessions and must not be taken away from the assessment venue. 
 

To pass an assessment for a unit, candidates must pass each of the 

activities separately.  Where candidates are not successful in any of the 
assessment activities, they may not repeat the same activity but may 

attempt an activity from a different assessment topic. 
 

Open College Network West Midlands will make new assessment packs 
available throughout the year to ensure that there is a sufficient range of 

assessment topics to allow candidates to retake assessment activities as 
required. 

  



  

Detailed Information About What Is Assessed In Each 
Unit/Qualification 

 
Reading 

 
The focus of the Reading Assessments is the skill of reading to obtain 

information. 
 

At Entry Level 1 candidates are required to: 
• Match upper and lower-case letters 

• Match signs and symbols to their respective words 
• Find relevant information from simple straightforward texts  

• Understand the purpose of a text using textual features and 
languages as a guide 

• Match headings to information on simple straightforward forms and 

other similar documents 
• Extract information from simple straightforward informative texts 

(e.g. recipes, instruction manuals, etc) on familiar topics. 
 

For this level, there are 4 assessment activities. 
Candidates are allowed a maximum of 1 hour to complete all activities. 

If the activities are completed individually, candidates are allowed 15 
minutes for each of the 4 activities. 

 
There are 25 marks in total for the Reading Assessment, and candidates 

must achieve a minimum of 16 marks to achieve a pass at Entry Level 1. 
 

At Entry Level 2 candidates are required to: 
• Sequence words in alphabetical order 

• Use alphabetical order to find the meaning of words in a 

monolingual (English) dictionary 
• Recognise correct spelling of high frequency words at E2 

• Use images to gain information 
• Understand the purpose of texts 

• Extract information from straightforward texts on familiar subjects 
• Match headings to information on forms 

• Extract information from straightforward texts including recipes and 
instructions 

• Recognise the purpose of texts – if candidates are unable to 
recognise the purpose of texts at Entry 2, they will be unable to 

achieve the Reading component. 
 

For this level, there are 4 assessment activities. 
Candidates are allowed a maximum of 1 hour to complete all activities. 

If the activities are completed individually, candidates are allowed 15 

minutes for each of the 4 activities. 



  

There are 30 marks in total for the Reading Assessment, and candidates 
must achieve a minimum of 21 marks to achieve a pass at Entry Level 2, 

including achievement of one of the two questions concerning purpose of 
texts. 

 
At Entry Level 3 candidates are required to: 

• Obtain information from different sources on a related topic 
• Recognise the purpose of a text from its content and tone 

• Use alphabetical order to find the meaning of a word in a 
monolingual dictionary 

• Use alphabetical order for sequencing of words 
• Match information to headings on straightforward forms 

• Recognise presentational features in texts 
• Extract information from straightforward texts 

• Use images to gain information 

 
For this level, there are 3 assessment activities. 

Candidates are allowed 90 minutes (1.5 hours) in which to complete all of 
the activities.  If the activities are completed individually, candidates are 

allowed 30 minutes for each if the 3 activities. 
 

There are 36 marks in total for the Reading Assessment and candidates 
must achieve a minimum of 28 marks to achieve a pass at Entry Level 3, 

including achievement of one of two questions for each of: purpose of 
text; use of images; presentational features and layout. 

  



  

Writing 
 

The focus of the Writing Assessments is the skill of writing to convey 
information. 

 
At Entry Level 1 candidates are required to: 

 
• Correct given sentences by adding capital letters and end of 

sentence punctuation 
• Put given words in the correct order to form sentences and 

questions 
• Fill in a form designed to collect familiar personal details 

• Two pairs of grammatically correct sentences with correct spelling 
on given topics. 

 

For this level, there are 3 assessment activities. 
Candidates are allowed a maximum of 45 minutes to complete all 

activities.  If the activities are completed individually, candidates are 
allowed 15 minutes for each of the 3 activities. 

 
There are 30 marks in total for the Writing Assessment, and candidates 

must achieve a minimum of 20 marks to achieve a pass at Entry Level 1. 
 

 
At Entry Level 2 candidates are required to: 

 
• Use given words to write sentences that are grammatically correct 

with correct spellings for the level 
• Correct given sentences by adding capital letters and end of 

sentence punctuation 

• Use joining words to make compound sentences 
• Identify and correct spelling errors in given sentences 

• Complete a form designed to collect familiar personal details 
• Produce a short piece of writing (up to 50 words) that has correct 

grammar and spelling for the level. 
 

For this level, there are 3 assessment activities. 
Candidates are allowed a maximum of 60 minutes to complete all 

activities.  If the activities are completed individually, candidates are 
allowed 30 minutes for Part One and 15 minutes each for Parts Two and 

Three. 
 

There are 42 marks in total for the Writing Assessment, and candidates 
must achieve a minimum of 28 marks to achieve a pass at Entry level 2. 

  



  

At Entry Level 3 candidates are required to: 

• Complete part written sentences in a way that makes sense and is 
grammatically correct for the level. 

• Use given words in the correct order to write a sentence and use 
correct beginning and end of sentence punctuation (capital letters, 

question marks and full stops) 
• Add pre-fixes to make given words negative 

• Identify and correct spelling errors in given words 
• Complete a form designed to collect familiar personal data 

• Write at least 3 paragraphs on a given topic, following prompts, 
using correct spelling and grammar for the level. 

 
For this level, there are 3 assessment activities. 

Candidates are allowed a maximum of 2 ¼ hours to complete all 

activities.  If the activities are completed individually, candidates are 
allowed 45 minutes for Part 1, 30 minutes for Part 2 and 60 minutes for 

Part 3. 
 

There are 48 marks in total for the Writing Assessment, and candidates 
must achieve a minimum of 33 marks to achieve a pass at Entry Level 3. 

  



  

Speaking and Listening 
 

The focus of the Speaking and Listening Assessments is the skill of 
listening to obtain and speaking to convey information. 

 
At Entry Level 1, candidates are required to: 

 
• Listen for detail in a short, recorded monologue 

• Introduce themselves, spell their name and give their address and 
telephone number 

• Engage in a short conversation with another person (assessor) on a 
given topic 

• Engage in a discussion with other people (assessor) and ask 
questions to gain information 

 

For this level, there are 3 assessment activities. 
Candidates are allowed a maximum of 40 minutes to complete all 

activities. If the activities are completed individually, candidates are 
allowed 10 minutes for Part One and 15 minutes each for Parts Two and  

Three. 
 

There are 50 marks in total for the Speaking and Listening Assessment, 
and candidates must achieve a minimum of 29 marks to achieve a pass 

at Entry Level 1. 
 

At Entry Level 2, candidates are required to: 
 

• Listen for detail to a recorded monologue 
• Introduce themselves, spell their name and give their address and 

postcode 

• Engage in conversation with another person (assessor) to address 
the given topic(s) and sub-topic 

• Engage in discussion with another person (assessor) on a given 
topic, including discussing a negative aspect of the topic 

 
For this level, there are 3 assessment activities. 

Candidates are allowed a maximum of 40 minutes to complete all 
activities.  If the activities are completed individually, candidates are 

allowed 10 minutes for Part One and 15 minutes each for Parts Two and 
Three. 

 
There are  46 marks in total for the Speaking and Listening Assessment 

and candidates must achieve a minimum of 31 marks to achieve a pass 
at Entry Level 2. 

 

  



  

At Entry Level 3, candidates are required to: 
 

• Listen for gist and detail in a short, recorded monologue 
• Introduce themselves, spell their full name, give their address and 

post code and say when they began to study English. 
• Engage in conversation with another person (assessor) on a given 

topic and introduce related topics or sub-topics and a negative twist 
on a related topic 

• Engage in a discussion with another person (assessor) on a given 
topic, using open questions to maintain the flow of the discussion 

and obtain information. 
 

For this level, there are 3 assessment activities. 
Candidates are allowed a maximum of 1 ¼ hours to complete all 

activities.  If the activities are completed individually, candidates are 

allowed 15 minutes for Part One and 30 minutes each for Parts Two and 
Three. 

 
There are 47 marks in total for the Speaking and Listening Assessment 

and candidates must achieve a minimum of 32 marks to achieve a pass 
at Entry Level 3. 

 

  



  

Guidance for the Administration of the Assessments 

Assessment packs are available to download from Quartzweb and centres 
may download these as and when they are needed.  These packs will be 

replaced from time to time to ensure there are sufficient materials to 

allow candidates who require resits to take a different assessment. 
 

There is a separate assessment pack for each unit (Reading, Writing, 
Speaking and Listening). 

 
Each assessment pack contains: 

 
 Candidate materials pack that includes materials for each 

assessment activity 
 Assessor Packs covering all assessment activities – this includes a 

detailed marking scheme – and any required additional information 
for that assessment 

 Any additional materials required to administer the assessment – 
including images for Speaking Task 3. 

 

Candidates may prepare for the assessment activities by completing 
similar tasks but may not be prepared in advance for the specific 

assessment they will be sitting. 
 

Candidate assessment activities should be downloaded and printed in 
colour.  Assessor Packs must not be taken into the assessment 

room/venue or left with candidates for any reason. 
 

The assessor should ensure that the room is suitable for the type of 
assessment activity and is available for the entire duration of the of the 

planned assessment activity. 
 

For reading and writing, there may be a number of candidates in the 
same room provided the detailed assessment conditions are met and a 

seating plan is used to ensure and evidence that candidates are seated at 

least 1.25 metres apart.  This seating plan will be required for quality 
assurance purposes. 

 
Assessors must ensure that candidates have access to any stationery or 

equipment they may need to complete the assessment. 
 

For the speaking and listening assessments, these should be conducted 
individually with one candidate at a time. 

 
The assessor mjust tell candidates when they may begin any assessment 

activity and how long they have to complete the activity.  Timing 

https://quartzweb.opencollnet.org.uk/


  

countdowns may be given for those activities requiring more than 15 
minutes. 

 
At the end of the allowed time, the assessor must collect in all 

assessment materials for the candidates.  If candidates have completed 
one activity from those provided for that assessment, candidates should 

write the activity start and end time in the spaces provided. 
 

Throughout, assessors should ensure that timings are strictly adhered to, 
both for individual assessment activities and for the assessment as a 

whole. 

  



  

Guidance on Adapting Open College Network West Midlands 
Externally Set Assessment Activities 

 
All of the assessment activities can be adapted or contextualised to 

meet individual candidate or centre needs and to provide additional 
engagement and motivation for candidates. 

 
Tutors/assessors may deem that an activity is suitable in principal but 

that it would be beneficial to their candidates to have different 
vocabulary as part of the assessment. 

 
Centres may choose to use the assessment activities as a guideline 

and use vocational or work-related vocabulary and situations for their 
candidates. 

 

Examples of this area: 
 

For reading assessments, all reading materials can be based around a 
topic that is part of the candidate’s overall learning programme or their 

employment.  Questions should still cover all the requirements, 
including purpose of text and use of layout features to structure a text. 

 
For writing assessments, writing tasks may reflect similar tasks that 

candidates will be required to carry out or may be on topics that are 
related to the candidate’s own area of study or employment. 

 
For speaking and listening assessments, tasks may be related to the 

candidate’s programme of study or employment. 
 

Specific examples of acceptable adaptation and contextualisation are 

given on the following pages. 
 

Any adaptation must not change the marks available for that activity, 
or for the total marks overall.  Where a question requires more than 

one answer, the associated marking scheme must make it clear how 
the marks are allocated for each number of correct answers given. 

 
Adaptations must not make it more difficult to administer the 

assessment activities, i.e. not allow additional time, not require 
specialist equipment or require the candidates to provide evidence 

above and beyond that required in the unit specification. 
 

Adaptations must allow the candidates to meet the evidence 
requirements as laid out in the unit specification (assessment criteria) 

and the Adult ESOL Core Curriculum.  The specific Adult Core 

Curriculum Reference and Assessment Criteria for each activity can be 
found on the Marking Scheme which is included in each Assessor Pack: 

https://api.excellencegateway.org.uk/resource/etf:1194


  

Assessment 

criterion 

references 

 
Assessment 
Criteria 

Curriculum 
Reference 

Marking Guide Marks 

Activity One 

 
 
 
 
 
 
 
 

1.4 
2.1 
3.1 
3.2 

 

Rw/E2.2a 
Rt/E2.3a 
Rt/E2.4a 
Rw/W2.5a 
Rw/E2.4a 

1. Candidate puts the words in alphabetical 
order 

All six words in alphabetical order 2 

At least 4 words in alphabetical order (1) 

  

2. Candidate uses a simplified or 
bilingual dictionary to correctly 
locate the meaning of a given word 

1 

If the candidate is unsuccessful with the given 
word, please indicate below, the alternative word 

given by the assessor 

Word:                                              
  

 
 

  

  

  

  

  

Total marks 
available: 
7 

Total marks for Activity One  

5 out of 7 possible marks required for success 

Tick if Activity One achieved  

 

Assessment activities MUST give candidates the opportunity to provide 
evidence of meeting these Assessment Criteria and Core Curriculum 

References. 
 

Any adaptations must be submitted to the centre’s allocated 
External Quality Assurer or the Open College Network West 

Midlands Quality Team for approval prior to issue for use and 
copy submitted to us for our records. 

  

Adult ESOL Core 
Curriculum 

references 



  

Examples: 
 

Reading: 
 

Entry Level 2, Reading, Activity 1, question 1 – Put the words in 
alphabetical order: 

 
The words in the given activity: 

 

café snack drink 

food  tea lunch 

 
could be changed for: 

 

hair cut wash 

blow style dryer  

 
And this could be used with Hair and Beauty candidates. 

 
For Activity 1, question 4 – Match the images: 

 

 
 

All of the images can 
be changed to images 

that relate to the 
candidates’ study 

programme or area of 
employment 

 
 

 
 

Reading texts such as those used in Activity 4 can be authentic texts that 
have been adapted or simplified to be relevant for the level, or they can 

be authored by the centre, provided they are at the correct level and 

allow candidates to meet the requirements for reading.   
 

If you require more detailed information regarding making adaptations or 
contextualising the assessments, please contact Open College Network 

West Midlands Quality Team. 
 

 

 

 

 

 

 

 

 

 

 

 

 



  

Guidance on creating centre authored assessment activities 
 

Centres may choose to write their own assessments to use with their 
candidates. 

 
Where this is the case, all assessment activities must meet the Adult 

ESOL Core Curriculum and Assessment Criteria requirements and this 
MUST be detailed on the accompanying marking scheme for each activity. 

 
Centre devised assessments must NOT: 

 
• Allow additional time above that published on Open College Network 

West Midlands model assessments 
 

• Change any requirements from the Adult ESOL Core Curriculum or 

Assessment Criteria 
 

Centre devised assessments MUST: 
 

• Cover all Adult ESOL Core Curriculum requirements and Assessment 
Criteria as detailed in the model assessment packs 

 
• Allow candidates to provide sufficient authentic evidence for sound 

assessment decisions to be made 
 

• Identify all of the Adult ESOL Core Curriculum and assessment 
criteria requirements covered by any individual assessment activity 

on the marking scheme for that activity. 
 

• Be accompanied by a detailed marking scheme that clearly indicates 

how marks are allocated for each activity 
 

• Allow candidates sufficient opportunity to meet all of the 
assessment criteria at the first attempt where they are clearly 

operating at the level 
 

Centres who wish to write their own assessments may wish consult the 
Open College Network West Midlands documents Assessment Methods 

and Assessment Getting It Right documents, both of which are available 
to download from our website. 

 
If you require additional information concerning centre devised 

assessments for ESOL Skills for Life qualifications, please contact Open 
College Network West Midlands’ Quality Team or your allocated External 

Quality Assurer. 

 

https://www.opencollnet.org.uk/shared/get-file.ashx?id=1658&itemtype=document
https://www.opencollnet.org.uk/shared/get-file.ashx?id=673&itemtype=document
https://www.opencollnet.org.uk/centres/assessment-and-evidence


  

All centre devised assessments for ESOL skills for life 
qualifications must be approved by the Quality team or your 

allocated External Quality Assurer for ESOL Skills for Life and a 
copy submitted to Open College Network West Midlands for our 

records. 


