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About This Guide
This guide covers Functional Skills Literacy Entry Level 3. You will be tested on reading and understanding everyday texts, writing clearly, and using correct grammar, spelling and punctuation.

Topic 1: Reading
Understanding Signs and Notices
⭐ KEY FACT: Read EVERY word. Look for key words: NO, ONLY, MUST, BEFORE, AFTER.
  ✓  "No entry - staff only" = only employees are allowed in
  ✓  "CAUTION" = be careful, there is a danger
  ✓  "EXIT" = the way out
  ✓  "Do not leave bags unattended" = keep your bag with you at all times
💡 Exam Tip: Re-read the text before choosing your answer. Do not guess from memory.
Reading for Information
  ✓  Ask yourself: Who? What? Where? When? Why?
  ✓  Underline key information as you read
  ✓  Check whether statements are TRUE or FALSE by finding them in the text
💡 Exam Tip: Always find the answer IN the text. Do not use your own knowledge.

Topic 2: Writing - Sentences
⭐ KEY FACT: A sentence MUST have: a subject (who/what) AND a verb (doing/being word). Start with CAPITAL. End with FULL STOP, ? or !
  ✓  "The cat sat on the mat." = correct sentence (subject: cat, verb: sat)
  ✓  "Running to the bus." = NOT a sentence (no subject)
Commands: "Close the door!" | Questions: "What time does the bus arrive?"
💡 Exam Tip: Read your sentence aloud. If it sounds complete, it probably is.
Punctuation
⭐ KEY FACT: Full stop = end of sentence | ? = end of question | ! = strong feeling | Comma = pause or list separator
  ✓  "I need eggs, milk and bread." - commas separate list items
  ✓  "The dog barked loudly. It woke everyone up." - TWO sentences need a full stop between them

Topic 3: Spelling
Common Words to Learn
  ✓  Friend (NOT Frend) - remember: i before e
  ✓  Wednesday (Wed-nes-day) - say each syllable
  ✓  Because - Big Elephants Can Always Understand Small Elephants
  ✓  Separate (NOT seperate) - there is "a rat" in separ-a-te
Grammar
⭐ KEY FACT: "I am" | "You are" | "He/She/It is" | "We/They are"
  ✓  "I am going to the shop." - correct
  ✓  "She went to school yesterday." - went = past tense of go
there/their/they're: "over there" (place) | "their house" (belonging) | "they're going" (they are)
💡 Exam Tip: Replace with "they are" - if it works, use they're. If not, use there or their.

Exam Strategy
  ✓  Read all texts before answering questions
  ✓  Underline key words in questions
  ✓  Check capital letters and full stops in your writing
  ✓  Read your writing aloud in your head - does it sound right?
  ✓  Check spellings: friend, because, Wednesday, separate
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