Standards for Adult Literacy - Level 1
(including spoken communication)


	Speaking and listening
	Reading
	Writing

	At this level, adults can:

listen and respond
to spoken language, including information and narratives, and follow explanations and instructions of varying lengths, adapting response to speaker, medium and context

speak to communicate
information, ideas and opinions, adapting speech and content to take account of the listener(s) and medium

engage in discussion
with one or more people in familiar and unfamiliar situations, making clear and relevant contributions that respond to what others say and produce a shared understanding  about different topics

An adult will be expected to:
listen for and identify relevant information from explanations and presentations on a range of straightforward topics
listen for and understand explanations, instructions and narratives on different topics in a range of contexts
use strategies to clarify and confirm
understanding, e.g. facial expressions, body language and verbal prompts
provide feedback and confirmation when listening to others
make contributions relevant to the situation and the subject
speak clearly in a way which suits the
situation
make requests and ask questions to obtain information in familiar and unfamiliar contexts
respond to questions on a range of topics
express clearly statements of fact,
explanations, instructions, accounts and
descriptions
present information and ideas in a logical sequence and include detail and develop ideas where appropriate
follow and contribute to discussions on a range of straightforward topics
respect the turn-taking rights of others during discussions
use appropriate phrases for interruption in formal exchanges connected with education, training, work and social roles

	At this level, adults can:

read and understand
straightforward texts of varying length on a variety of topics accurately and independently

read and obtain information
from different sources













An adult will be expected to:
trace and understand the main
events of continuous descriptive, explanatory and persuasive texts
recognise how language and other textual features are used to achieve different purposes, e.g. to instruct, explain, describe, persuade
identify the main points and specific detail, and infer meaning from images which is not explicit in the text
use organisational and structural features to locate information, e.g. contents, index, menus, subheadings,
paragraphs
use different reading strategies to find and obtain information
use reference material to find the meaning of unfamiliar words in reports, instructional, explanatory and persuasive texts

	At this level, adults can:

write to communicate
information, ideas and opinions
clearly using length, format and
style appropriate to purpose and
audience















An adult will be expected to:
plan and draft writing
judge how much to write and the level of detail to include
present information in a logical sequence, using paragraphs where appropriate
use language suitable for purpose and audience
use format and structure for different purposes
write in complete sentences
use correct grammar e.g. subject-verb agreement, correct use of tense
punctuate sentences correctly and use punctuation so that meaning is clear
spell correctly words used most often in work, studies and daily life
proof-read and revise writing for accuracy and meaning
produce legible text in documents such as forms, records, e-mails, letters,
narratives, instructions, reports and explanations




	Guidance and examples

Literacy (including spoken communication) Level1
The skills of spoken communication, reading and writing play a fundamental part in adult life. Effective
communication skills support independent living and broaden the choices and opportunities available to
individuals. The examples listed below broadly indicate the types of contexts and situations where adults with skills at this level will be able to use them efficiently.

These activities and applications are given only as guidance. Each adult is different and in real life contexts and
situations the range of skills required may vary. It is recognised that not all of these examples will be relevant to
each individual’s experience, interests and aspirations. For this important reason the guidance should not be seen as definitive or prescriptive of how, when or where skills should be developed, practised or applied.


	Examples

Citizen and community
seeking support from an official
such as a councillor or an MP at a
local surgery working as a committee member of a community association
taking part in a residents’ or tenants’ association meeting 
 filling in an application form for a driving licence or passport

Economic activity, including paid and unpaid work
obtaining information from a trade
union representative
 taking responsibility for a visitor to the workplace
 participating effectively
in an annual appraisal or job
interview 
reading an employment contract and seeking clarification where necessary filling in a customer service questionnaire 
recording information in an accident report form

	

Domestic and everyday life
expressing opinions at a parents’
meeting at school 
reading an estimate or report from a builder or garage 
following a simple procedure in a first-aid manual
following and completing a service agreement for a household appliance

Leisure
following instructions to use equipment in a gym 
reading and recording factual information related to a hobby or interest
selecting a book to read for pleasure from a library or bookshop 
writing down contact details following a radio or television programme

	

Education and training
obtaining specific information from a talk or presentation 
explaining something to another learner
finding relevant information in
Reference material and making notes for a written task 
carrying out written tasks for assessment purposes

Using ICT in social roles
understanding and using buttons on
an internet browser 
using hypertext links on websites and in multimedia software 
to locate information using key words to find information on a website using drop-down menus on computer software 
formatting documents on a word processor
reading and posting messages on electronic bulletin boards


	At this level adults are confident and capable of using communication skills effectively in a range of familiar contexts and
situations. Adults are also aware of the need to adapt their speech and writing to medium and context and are able to do this
using a range of straightforward strategies.



