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Communication Level 1
Guidance

C1.1.1

Understand and respond

You must understand and know how to respond to spoken language.  In practice, you are likely to demonstrate some of these skills in the context of a formal discussion (C1.1.3).  You may demonstrate some, but not all, of these skills in a telephone conversation.

Range of contexts

The range might include in the classroom, in the workplace, or in everyday life.

Respond constructively

You must listen to what other people say and respond in ways that show that you have thought about what they have said and can learn from it.  You do not have to accept everything that others say but you must be able to explain why you agree or disagree.  
Use strategies

Strategies to show you are listening could include body language, brief affirmative responses, asking questions to clarify points, repeating/confirming what the speaker has said etc.   

C1.1.2

Speak to communicate

You must know how to orally communicate a range of content and sentiments.  In practice, you may demonstrate some of these skills in the context of a formal discussion (C1.1.3).  You may demonstrate some, but not all, of these skills in a telephone conversation.

Use strategies

Strategies to support what you are saying could include body language, facial expression, gestures, emphasis etc.  
Present information and ideas in a logical sequence

When you are talking to someone, you must be able to make your points in an order that makes it easy for your listener to follow and understand.

Clearly convey your feelings and opinions 

You must be able to say what you think or feel in a way that is balanced and assertive, without being aggressive.  
C1.1.3
Discussion 

You must take part in formal discussions with two or more other people, so that you all develop the same understanding of what is being discussed.  The discussions must provide opportunities for you to respond to a range of views and sensibilities.
Respect turn-taking rights 

You must allow other people to say what they want to say in a discussion; you must not stop others speaking.

Join in discussion 

You must be able to show that you want to speak, without interrupting a speaker or appearing to be over-assertive.
C1.2.1
Independently

Your tutor/teacher/trainer may give you, or suggest, some documents for you to read but you must find the information you need within them.  
Purpose of documents 

You must be able to identify the purpose of a variety of documents (e.g. to inform, persuade, instruct) by the vocabulary it uses and how it is presented.  
Inferring meaning

You must be able to see what a writer means, even when this is not made clear in the text.
Skills may be implicit in the work produced
While this is not required, you could ensure that the purpose of your reading is to help you write one of your documents for C1.3.1.  Your reading skills would then be apparent from what you write about the subject of your reading.
C1.3.1
Formats that suit your purpose and audience 

Your teacher/tutor/trainer may give you guidance about possible formats for your writing but you must make the final choice yourself.  This might be a business letter, a report or essay, a set of instructions, a memo, an article for a newspaper or magazine etc.  
Judge the relevance of information and the amount of detail to include
You must be able to decide how much of what you read is relevant to your purpose and how much detail you need to include in what you write.
Spelling, grammar, punctuation

· You must be able to spell correctly, including specialist words related to your topic and context.  
· You must know how to write compound sentences using correct basic grammar.  
· You must use punctuation such as apostrophes accurately (as well as capital letters, full stops, question marks and exclamation marks, which are required at Entry levels).  
Checking 
You must check and (where necessary) correct your work in order to ensure that spelling, punctuation and grammar are correct, that it is organised into paragraphs that help the reader to follow what you have written, and that your meaning is clear.  
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