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About This Guide
This guide covers Functional Skills Literacy Level 1. You will be tested on reading comprehension, grammar, punctuation, spelling and writing skills in real-life contexts.

Topic 1: Reading and Comprehension
⭐ KEY FACT: Explicit = directly stated | Implicit = implied (read between the lines)
  ✓  Read the WHOLE text before answering questions
  ✓  Underline key information: names, dates, times, prices, rules
  ✓  For True/False: find the EXACT sentence in the text first
💡 Exam Tip: Use evidence from the text. Do not rely on your own knowledge.
Purpose and Audience
  ✓  To inform: gives facts | To persuade: changes your view | To instruct: tells you how | To entertain: enjoyable
💡 Exam Tip: Look at the language: formal = business/official. Informal = friendly/conversational.

Topic 2: Grammar
Sentences and Clauses
⭐ KEY FACT: Main clause = complete sentence alone | Subordinate clause = adds information but cannot stand alone
  ✓  "She stayed inside because it was raining." Main clause: "She stayed inside". Subordinate: "because it was raining"
  ✓  Subordinating conjunctions: because, although, when, if, since, unless, while
  ✓  Coordinating conjunctions: for, and, nor, but, or, yet, so (FANBOYS)
Apostrophes
⭐ KEY FACT: Apostrophe for POSSESSION: dog's bowl (one dog) | dogs' bowls (many dogs). For OMISSION: can't = cannot, it's = it is
  ✓  "The dog's bowl" = bowl belonging to ONE dog
  ✓  "The dogs' bowls" = bowls belonging to MULTIPLE dogs
IMPORTANT: "its" (belonging to it) has NO apostrophe. "It's" = it is.
💡 Exam Tip: "If you can replace it with it is, use it's. If not, use its."
Punctuation
⭐ KEY FACT: Semicolon: joins two related independent clauses. "I love reading; books are wonderful."
⭐ KEY FACT: Colon: introduces a list or explanation. "I need three things: milk, eggs and bread."

Topic 3: Spelling
  ✓  Accommodation: double c, double m
  ✓  Necessary: one c, two ss (one collar, two socks)
  ✓  Definitely (from "definite" - NOT definately)
  ✓  Rhythm (no vowels: Really Helps Your Two Hips Move)
Prefixes and Suffixes
⭐ KEY FACT: Prefix = start of word | un- (not), mis- (wrongly), re- (again), pre- (before)
⭐ KEY FACT: Suffix = end of word | -tion (nouns), -ment (nouns), -ly (adverbs), -ful (adjectives)
educate + -tion = education | manage + -ment = management

Topic 4: Writing
Formal vs Informal
⭐ KEY FACT: "Dear Sir/Madam," closes with "Yours faithfully," | "Dear Mr Smith," closes with "Yours sincerely,"
  ✓  "Yours faithfully" = when you do NOT know the name
  ✓  "Yours sincerely" = when you DO know the name
Planning
  ✓  Plan before you write: main point, evidence/examples, conclusion
  ✓  One main idea per paragraph
  ✓  Use discourse markers: However, Furthermore, In addition, As a result

Exam Strategy
  ✓  Read all texts before answering any reading questions
  ✓  Check ALL punctuation: capitals, full stops, apostrophes
  ✓  Proofread your writing - read it again after you finish
  ✓  Check homophones: there/their/they're, to/too/two, affect/effect, its/it's
  ✓  Use a range of sentence structures, not just simple sentences
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