Comm Entry L1 Guidance  

Communication Entry Level 1 
Guidance
CE1.1.1
Understand and respond
You must understand and know how to respond to spoken language in a face-to-face situation, i.e. a telephone conversation is not acceptable.  In practice, you may demonstrate some of these skills when you are having a discussion with another person (CE1.1.3).

Use key words to extract specific information 

When you are listening to someone talking to you, you must be able to pick out the most important words in what they are saying.
Single-step instructions

Each instruction should require only a single action by you, though there may be a series of these.

CE1.1.2

Speak to communicate
You must know how to orally communicate a range of content and feelings.  In practice, you may demonstrate some of these skills when you are having a discussion with another person (CE1.1.3). 

Speak clearly

You must articulate your words clearly, so that other people can hear and understand what you are saying. 

Specific information
You must word your questions so that it is clear exactly what information you are asking for.
Convey feelings

You must be able to say what you think or feel in a way that is balanced and assertive, without being aggressive.
CE1.1.3

Discuss 

You must take part in a one-to-one discussion with another person.  You may suggest both the topic and the situation, or these may be given to you by your tutor, teacher or trainer.
Confirm a shared understanding 
The purpose of your discussion must be to make sure that you understand the topic in the same way as the person you are talking to.
CE1.2.1

Read, understand and obtain information 

You may read the documents either on paper or on screen, or they may be signs or notices. 
Recognise purpose

You must be able to recognise the purpose of, for example, an instructional document from its layout, design, or the words it uses, before you read it in detail.

Find the meaning

When you are trying to read a word that you do not understand, you may use a dictionary or a reference book, or you may ask for help from an appropriate person.

Ask others
You must be able to recognise when you need help and to ask for it. 
CE1.3.1

Write a document 

You must write a document in a format that your tutor/teacher/trainer will give you.

Checking 

You must check and (where necessary) correct your work in order to ensure that spelling and punctuation are correct and that your meaning is clear. 
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