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Get the most from this book


We all need to decide how to revise in a way that works for us, but learning each topic, testing our understanding and knowing how to answer exam questions is essential.

My Functional Skills will help you to do that in a planned way, topic by topic. Use this book in the way that works best for you: write in it, doodle, personalise your notes; and check your progress by ticking off each section as you revise.


Features to help you succeed
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DIAGNOSTIC QUESTIONS

Focus! Work out which topics you need to spend more time on by answering these diagnostic questions. You can choose to focus on areas where you’re weaker and spend less time on the topics you’re already really good at.
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WORKED EXAMPLE

Oh, so that’s how I do it! Every topic includes at least one worked example that guides you through the steps to answer an exam-style question.

[image: ]






[image: ]

KEY TERMS

What does that mean? On each page all the important key terms are defined; and there’s a handy summary of all of these in the glossary at the back of the book.
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EXAM TIP

What is the examiner looking for? Throughout the book you’ll find hints and tips on how to approach answering questions, as well as how you might gain the most marks in the exam.
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COMMON MISTAKE

Where did I go wrong? Many of the common mistakes and pitfalls students have made in Functional Skills exams are highlighted, so you can avoid making them yourself.
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MAKING LINKS

Where can I find out more? Some topics link closely with others. Here you’ll see where you can find more information elsewhere in the revision guide that is relevant to the topic.

[image: ]






[image: ]

CHECK YOUR UNDERSTANDING

Now it’s my turn! Test your understanding of each topic with these short questions. Review the answers online at www.hoddereducation.co.uk/functional-skills-maths-answers to see whether you have answered correctly.
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EXAM-STYLE QUESTIONS

Practice, practice, practice! Get exam-ready by answering these exam-style questions. Review the answers online at www.hoddereducation.co.uk/functional-skills-maths-answers to see whether you have answered correctly or if you need to try again.

[image: ]









My revision planner


Use this revision planner to plan your revision, topic by topic. Tick each box when you have:


	•  revised and understood a topic

	•  tested yourself

	•  practised exam questions and gone online to check your answers.



Countdown to my exams

Assessment breakdown

1     Using numbers and the number systems

1.1   Read, write, order and compare large numbers (up to one million)

1.2   Recognise and use positive and negative numbers

1.3   Multiply and divide whole numbers and decimals by 10, 100, 1000

1.4   Use multiplication facts and make connections with division facts

1.5   Use simple formulae expressed in words for one- or two-step operations

1.6   Calculate the squares of one-digit and two-digit numbers

1.7   Follow the order of precedence of operators

1.8   Read, write, order and compare common fractions and mixed numbers

1.9   Find fractions of whole-number quantities or measurements

1.10 Read, write, order and compare decimals up to three decimal places

1.11 Add, subtract, multiply and divide decimals up to two decimal places

1.12 Approximate by rounding to a whole number or to one or two decimal places

1.13 Read, write, order and compare percentages in whole numbers

1.14 Calculate percentages of quantities, including simple percentage increases and decreases by 5% and multiples thereof

1.15 Estimate answers to calculations using fractions and decimals

1.16 Recognise and calculate equivalences between common fractions, percentages and decimals

1.17 Work with simple ratio and direct proportion

2     Using common measures, shape and space

2.1   Calculate simple interest in multiples of 5% on amounts of money

2.2   Calculate discounts in multiples of 5% of amounts of money

2.3   Convert between units of length, weight, capacity, money and time, in the same system

2.4   Recognise and make use of simple scales on maps and drawings

2.5   Calculate the area and perimeter of simple shapes including those that are made up of a combination of rectangles

2.6   Calculate the volumes of cubes and cuboids

2.7   Draw 2-D shapes and demonstrate an understanding of line symmetry and knowledge of the relative size of angles

2.8   Interpret plans, elevations and nets of simple 3-D shapes

2.9   Use angles when describing position and direction, and measure angles in degrees

3     Handling information and data

3.1   Represent discrete data in tables, diagrams and charts including pie charts, bar charts and line graphs

3.2   Group discrete data and represent grouped data graphically

3.3   Find the mean and range of a set of quantities

3.4   Understand probability on a scale from 0 (impossible) to 1 (certain) and use probabilities to compare the likelihood of events

3.5   Use equally likely outcomes to find the probabilities of simple events and express them as fractions

Answers to Diagnostic questions

Glossary

Index





Countdown to my exams
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6–8 weeks to go


	•  What do I need to revise? Familiarise yourself with the topics you need to revise. You can use the Revision Planner in this book to help you.

	•  What will the exam look like? Look at the exam board specification or ask your tutor about the format of your Functional Skills exams: When and where will they take place? How long will they last? What types of questions might you see on the exam papers? The Assessment Breakdown on page vii gives more information on this.

	•  Get organised. Organise your notes and make sure you’ve covered all the topics.

	•  Make a plan. Create a revision plan that shows the days and times you’ll revise each topic. Be realistic – small, focused sessions of around 40–50 minutes will be more achievable and successful. Make sure you allow yourself breaks. Stick to your plan!
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2–6 weeks to go


	•  Make a start. Use your own revision plan to work through the topics in this book. Look at the explanations, worked examples, key terms, common mistakes and hints and tips. Highlight any important bits and make your own notes in the book if you wish. Tick off each topic when you feel confident, or come back to any topics you think you need to look at again.

	•  What do I know? Now test your understanding by answering the Check your understanding questions. Look at the answers online at www.hoddereducation.co.uk/functional-skills-maths-answers. What did you get right? Which topics do you need to revisit?

	•  Where do I need help? Speak to your tutor about any topics you’re finding tricky. They may be able to go over them again with you as part of a revision class.

	•  Get exam ready! The best way to prepare is to practise answering lots and lots of exam questions. Have a go at the exam-style questions in this book and check your answers online at www.hoddereducation.co.uk/functional-skills-maths-answers. Look at and attempt past Functional Skills exam papers – you will find these on your exam board’s website, or your tutor will be able to share some with you.

	•  Keep track. Use the revision planner to keep track of your progress.
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1 week to go


	•  Have I covered everything? Check that you have revised every topic on the revision planner. Look at any you haven’t already covered; and revisit any topics you still feel less confident about.

	•  Prepare for exam conditions. Do a complete past exam paper in timed exam conditions to help you plan your time for the real exams. Compare your answers against the mark scheme or ask your tutor to mark it for you.
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The day before


	•  Last-minute check. Read through your notes and flick through this book to remind yourself of any important points, common mistakes and hints and tips.

	•  When and where is it? Check the time and place of your exam and plan your journey, allowing plenty of time to make sure you’re there on time.

	•  What do I need to take? Make sure you have everything you need for the exam including pens, highlighters and water.

	•  Relax! Your revision is complete. Give yourself some time to relax and get an early night to make sure you’re ready for the exam tomorrow.
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My Functional Skills exams

Calculator paper

Date:

Time:

Location:

Non-calculator paper

Date:

Time:

Location:
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