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Entry 1: Writing
Module: Taking notes from a talk
Module aims

Main aim
We are learning to take notes from a talk.

Module: Taking notes from a talk
Aim We are learning to take notes from a talk.
Do you know what to do if there is a fire?  Fire evacuation is a way of getting people out of the building in an emergency. You learn about fire evacuation during your induction.

Task 1: New words
Listen to the talk on fire evacuation (on the CD?). Write any new words or phrases in the grid below under word or phrase.
	Word or phrase
	Meaning

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Now listen to the next section of the talk. Listen to the meaning of some of the new words. Write the meaning next to the word or phrase in your own language.

Task 2: Fire evacuation

Listen to the fire safety talk again. Make notes of the steps in the evacuation rules. Write the notes in order of what happens. Remember you do not need to write in whole sentences. When you listen to a talk, you take short notes. You can write notes in phrases. Phrases are groups of words. 

For example:
Stop what you are doing and leave the building by the nearest exit. 

You may write:  
Alarm rings – stop work and leave building.
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Task 3: Your workplace evacuation

Now write down the fire evacuation for your own workplace.
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	Fire evacuation for_____________________________________

	

	

	

	

	

	

	

	


How did you get on?

Module 3: Taking notes from a talk answers
Task 1 answers

Your notes may look like this:

	Word or phrase
	Meaning

	fire evacuation
	the way you clear a building in a fire

	fire alarm
	the bell that rings to warn people about a fire

	fire warden
	a person in charge of an area during a fire evacuation

	assembly point
	a safe place where people gather outside the building

	fire fighters
	the fire fighting service


Another name for assembly point is a muster point.
Task 2 answers

	fire bell rings – stop work

	▼

	switch off equipment, close doors and windows

	▼

	leave building

	▼

	keep calm, don’t run

	▼

	go down stairs, not lift

	▼

	help customers out

	▼

	go to assembly point

	▼

	wait for fire warden to say it’s safe to go back



Script for Tasks 1 and 2
Fire Evacuation Talk

This is what to do if you hear a fire alarm.

· Stop what you are doing and leave the building by the nearest exit. 

· If you are using electric equipment, switch it off if it is safe to do so.

· Stay calm, don’t stop to collect your things and don’t run.

· Do not use lifts. Walk down the stairs

· If it’s safe, close doors and windows.

· Help customers to leave the building safely.

· Go to the nearest assembly point and stay there.

· Do not leave until a fire warden tells you it is safe to go back into the building.
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