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Entry 3: Writing
Module: Writing about the past
Module aims

Main aim
We are learning to write about the past.
Other learning aims
We are learning:

· 
To write sentences in the past continuous form of the verb
· 
To write longer pieces of text using conjunctions, complex sentences and
paragraphs
· 
To use the present perfect form of verbs
· 
To reply to job advertisements.

Module: Writing about the past
Aim: We are learning to write sentences in the past continuous form of the verb.

[image: image77.wmf]The past tense shows what has already happened. There are several ways of writing in the past tense:


Ling picked fruit on Belsted Farm.

This shows that Ling picked fruit on Belsted Farm in the past. He might have worked for them regularly:


Ling picked fruit on Belsted Farm six days a week.
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If Ling was picking fruit on Belsted Farm at a particular time in the past, we could write it like this:


Ling was picking fruit on Belsted Farm yesterday.

Something might have happened at that moment in time:


Ling was picking fruit on Belsted Farm yesterday when a bee stung him.

Making the past continuous form

The first part is using the past tense of the verb to be. 






singular

plural





I was


We were





You were

You were





He/she was

They were

The second part is to add ing to the base form of the verb. There are three rules for this. 
1.
For most verbs, you just add ing to the base form of the verb: 




plant 

planting
2.
For most verbs that end in consonant followed by a vowel (a e i o u) followed by 

a consonant (CVC), you double the last letter and add ing:
  

	vowel
	pot
	potting
	Verbs ending in w and x do not follow this rule:

mix  

mixing
sow  
  
sowing

	p  o  t
	
	
	

	
	
	
	


3. If the verb ends in the letter e, drop the e and add ing.




produce
producing



ride

riding
Do you remember doing this for the present continuous?

Task 1: Using the past continuous

You usually use the past continuous and simple past when you write incident and accident reports. Let’s practise sentences that you can use to write an accident report. 
Here are some examples to help you. 
I was riding along the bridle path when the horse bucked and threw me.
past continuous





simple past
Her hands were red and itchy as she wasn’t wearing gloves.


simple past


      past continuous
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	Verbs 
to use

	1.
I ____________ lambs when I ____________ backwards.
	unload, 
fall

	2.
Chun __________ a crate when she ________ around and

__________ her back
	lift, twist, hurt

	3.
It _____________ heavily when the accident __________.
	rain, happen

	4.
Inez ____________ to open the gate when she _______ and 

__________ her ankle.
	run, fall, sprain

	5.
Dragos _________ the swill he ______________ in the trough.
	spill, 
pour

	6.
She __________ tired as she ______________ by hand on a 

hot day.
	feel, 
weed

	7.
The cow  ______________ from the field where we

 ______________ the fences.
	mend, escape

	8.
As I  ______________ the barley,  I  ______________ the

accident happen.
	harvest, 
see

	9.
He ______________ aluminium pipes near an overhead 

power line when he ______________ an electric shock.
	move, 
suffer

	10.
A branch ______________him while he  ______________ 

down a tree.
	hit, cut


Writing longer pieces of text

Aim: This section is about writing longer pieces of text using conjunctions, 

  complex sentences and paragraphs.
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A sentence that makes sense by itself is also called a main clause.

Two simple sentences (or main clauses) joined by a conjunction are called a compound sentence. We learned about compound sentences in the Entry 2 Writing materials.

At Entry 2 we looked at writing compound sentences joined by a conjunction:





and 

but

as

or

Now we can add some more conjunctions to this list.

Group 1: Conjunctions to do with time

	when
	before
	since
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	while
	until

	after

	whenever
	


Group 2: Conjunctions with special meanings

	...although the weather could improve... 
...unless you change your mind...

...whether or not you agree with me...

...because we are running late...

...where Cam put it...

...if we finish clearing up soon...
	


Task 2: Complex sentences

Read these sentences. Join them by writing a conjunction in the gap. Use a conjunction from the list below only once.

	when
	since
	whether
	because
	although
	where
	if

	unless
	while
	after
	before
	until
	whenever


Example:
We take on more workers __________ the harvest starts.




We take on more workers when the harvest starts.

	1.
We plough the fields ___________ we sow the seed.

	2.
Some of the young plants died  ___________ there was a late frost.

	3.
He fell through a skylight ___________walking across the roof.

	4.
He has learnt a lot about customer service ___________he started training.

	5.
Alin didn’t know ___________ to take the job on the fruit farm or to stay at 

the garden centre.

	6.
During a foot and mouth outbreak you can’t leave a livestock farm

___________ you disinfect your footwear and clothes.

	7.
He became a jockey ___________ working as a stable hand.

	8.
Don’t prune the shrubs ___________ they finish flowering.

	9.
We do a risk assessment ___________ we identify a hazard.

	10.
The harvest was good ___________ it rained a lot in the summer.

	11.
The inspector came to see ___________ the accident happened.

	12.
You will get the sack ___________ you come to work drunk.



Writing accident reports

Now let’s use what you have learnt about verbs and conjunctions to practise writing accident reports.

Emil, a farmhand was badly injured in an accident with a harvester. Tom, the farm manager, tells Emil’s partner about the accident. Read their conversation.
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	I am very sorry about what happened to Emil, Lulla.  
	

	
	How could it happen?  What was he doing?
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	He was silage-making with the harvester. It picks up rows of cut grass and blows it into a trailer ready to be stored for the farm's winter feed. It stopped working. It was blocked.
	

	
	He gets very angry whenever that happens.
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	Yes. He did not turn the machine off. He just put his hand in to clear the blockage. The rotor blades started again and  almost sliced his arm off.  He has a very bad gash on his lower arm.
	

	
	Will he lose his arm?
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	The doctors are doing their best to save it. Now I have come to take you to the hospital.
	

	
	Thank you.  I’ll just get my coat.
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Read what Tom wrote on the accident report. He only wrote the facts. He did not write down everything he said to Lulla

	Accident report

	

	1.  About the person who had the accident

	Name:     Emil Balan

	Address: 10 Logan Vale

	                Morham                                 Postcode:  MH12 6LG

	Occupation:  Farm hand

	

	2.  About you, the person filling in this form

	(  If you did not have the accident write your address and occupation

Name       Tomasz Janicki

	Address:   Vale Farm

	                 Morham                                 Postcode:  MH12 2CF

	Occupation:  Farm manager

	

	3.  About the accident  Continue on the back of this form if you need to.

	( Say when it happened            Date:  26 August 2009   Time:  14.15 

	( Say where it happened:  Vale Farm

	( Say how the accident happened.  Give the cause if you can.

	Emil was silage-making with the harvester.  It stopped working because of a blockage.  He put his hand in to clear the blockage but did not turn the machine off first.  The rotor blade started up before he took his arm out.

	

	( If the person who had the accident suffered an injury, say what it was.

	He has a deep gash on his right arm and lost a lot of blood.  He may lose his arm.

	Please sign the form and date it.

Signature   T Janicki



Date: 27 August 2009



Task 3: Writing an accident report

Now read what Tom and a nurse say about another accident on the same farm and write the report. It happened on 7 April at 13:40 to Reva Zubas.

	
	Ms Zubas has a very serious injury.  Can you tell me what happened?
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	It was really awful. Reva was walking alongside two young horse riders.  They were riding Holly and Zelda. We usually start new riders on these horses because they are very gentle.
	

	
	What went wrong?
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	Apparently a fox dashed out in front of the horses. A dog was chasing it.  The dog started to bark. The horses were startled. Zelda reared up and kicked Reva in the head.
	

	
	She was lucky she was wearing a riding hat. A kick from a horse can kill.  She has concussion. She got some cuts and abrasions when she fell.  They aren’t serious. We shall keep her in hospital for more tests.
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	I insist all my stable hands and trainers wear their hats near horses, thank goodness.
	

	
	And the riders, are they all right?
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	Yes. Luckily the girl on Zelda was able to hold on and didn’t fall off.
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	horse rearing
	riding hat
	



Fill in the form for Tom.  We have started it for you.
	Accident report

	

	1.  About the person who had the accident

	Name:     Reva Zubas

	Address: 12 Logan Vale

	                Morham                                 Postcode:  MH12 6LG

	Occupation:  Stable hand

	

	2.  About you, the person filling in this form

	(  If you did not have the accident write your address and occupation

Name       Tomasz Janicki

	Address:   Vale Farm

	                 Morham                                 Postcode:  MH12 2CF

	Occupation:  Farm manager

	

	3.  About the accident  Continue on the back of this form if you need to.

	( Say when it happened            Date:  


Time: 

	( Say where it happened:  Vale Farm

	( Say how the accident happened.  Give the cause if you can.

	

	( If the person who had the accident suffered an injury, say what it was.

	

	Please sign the form and date it.

Signature   T Janicki



Date: 10 April 20____


Aim: We are learning the present perfect form of verbs.

We write in the present perfect form of the verb if we want to write about something that happened in the past and may still be happening up to the present moment.
If you write: 



Tom worked on Vale Farm for years.

…this shows that Tom worked for Vale Farm in the past but does not work there now. The event is over.

Look at::




Tom has worked for Vale Farm for years.

…this shows that Tom has worked at the Vale Farm and is still working there now. This event is still going on.

There are two parts to writing this form.  

1. We use the present tense of the verb to have as an auxiliary verb.




I have

We have



You have
You have



S/he has
They have

2. We use the ed form of the main verb. You learned the rules for this when you learned how to make the past simple tense.

Participles

When we use the ed form of the main verb to make the present perfect, it is called a participle. This is a form that can be used as a verb but it can also be used as an adjective to describe something.




Erek has pruned the cherry trees. 

(present perfect)




Erek showed Arjun the pruned cherry trees.
(adjective)

Some participles you make in the present perfect do not follow the ed rule.

[image: image22]
Negative

When we make the negative form of the present perfect, we write not after the auxiliary verb.




Erek has not pruned the roses. 



Or




Erek hasn’t pruned the roses.




I have not seen the manager this evening.




We haven’t forgotten the instructions for using the potting machine. 

Task 4: Writing in the present perfect

Read these sentences and then write them in the present perfect form. The first one shows you what to do:

He cut his finger.        He has cut his finger.
	1.
I worked on a hop farm this year.


___________________________________________________________

	2.
He did not notice the ditch. 


___________________________________________________________

	3.
The customer asked Niko for advice on growing raspberries.


___________________________________________________________

	4. 
I was there.


___________________________________________________________

	5.
She kept a record of the meeting


___________________________________________________________

	6. 
Nina found a face mask for Pepe.


___________________________________________________________

	7.
Tania trained as a union learning rep.


___________________________________________________________

	8. 
He did not report the accident.


___________________________________________________________

	9.
The union health and safety officer spoke to him about the accident.


___________________________________________________________

	10.
It happened before.


___________________________________________________________
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We are learning to write in complex sentences.

A complex sentence is made up of a main clause and one (or more) subordinate clause.  A subordinate clause has a verb but it depends on the main clause for meaning. It cannot stand alone as a sentence.
	main clause

	subordinate clause

	Milan drove the tractor

	that Rafiq repaired.

	We cannot start the meeting
	until Ema gets here.


The subordinate clause can start the complex sentence.

	subordinate clause

	main clause

	After Rafiq repaired the tractor,
	Milan drove it.

	Until Ema gets here,

	we cannot start the meeting.


We can put the subordinate clause by the noun in the main clause.

Elsa, who chairs the meetings, will be here soon.
The tractor, that Milan drove, was repaired by Rafiq.
Some of the subordinate clauses began with conjunctions: until, after.
Some of the clauses began with pronouns:  who, that.
These pronouns belong to a group:
	that
	who
	which
	where
	when


	that and which

show an animal or thing
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	who 




shows a person
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	Where


shows a place
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	when 



shows time
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Task 5: Match up the complex sentence

Match the two parts of the sentences using:


	who
	which
	that
	where
	when


to make them into a complex sentence.  
	She works for Carrhill Farm
	
	helped me get a job when I moved to the UK.

	I got on well with my last manager
	
	she is a yard hand.

	I plan to apply to be a team leader
	
	gave me a good reference when I applied for this job.

	I learnt English in school
	
	our manager saw at the agricultural show.

	There’s the new tractor
	
	I finish my training course.


The first one is an example:

	1.
She works for Carrhill Farm.where she is a yard hand.


	2.
I got on well with my last manager …


	3.
I plan to apply to be a team leader …


	4.
I learnt English in school …


	5.
There’s the new tractor …




Putting it all together – writing longer texts

So far you have learnt about:

· using auxiliary and modal verbs

· writing instructions

· the past continuous form 

· the present perfect form 

· writing longer pieces of text in complex sentences using conjunctions and pronouns.

In the reading materials we learnt how memos are set out. We are now going to practise writing formal e-mails.

Task 6
Look at this e-mail – can you label the different parts of the e-mail?

Write in the numbers to match the different parts of the e-mails to the labels.
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[image: image34.jpg]To: [[alistaff@greenieaves. co.uk

8o ||

Subject: [ Team Leader Vacancy

Dear Colleagues

‘We have a vacancy for a supervisor to manage one of our teams of nursery assistants at our
branch in Dalston.

The supervisor will manage a team of six and be responsible for our new organic nursery
section where we grow and sell plants and flowers, bulbs and seeds, herbs, trees and —— |
vegetables, organic compost and other sundries. Much of the work is conducted outdoors so
supervisors must be prepared to work in all weather conditions.

Typical work activities include:

overseeing the delivery of stock

ordering stock and equipment

ensuring that plants are grown and tended to organic standards
assisting customers with plant identification

advising customers on organic gardening

supervising and training nursery assistants

ensuring the team completes tasks effectively and efficiently
overseeing site health and safety regulations

dealing with general administration and site security.

Supervisors work 8-hour shifts over a 40-hour week, including weekends and public
holidays.

The ideal candidate should be an experienced horticulturalist with experience of organic
gardening, excellent communication and organisational skills and an eye for detail. You must
also be very fit and highly motivated. Good leadership skills are essential. You should hold
or be working towards an appropriate horticultural qualification.

If you are interested in this post send an e-mail or letter to kamile@greenleaves.co.uk
describing your skills, qualifications and experience by 3 November.

Yours sincerely
Kamil 10

Kamil Esam

Recruitment Officer
Greenleaves Garden Centres
Dalston DA24 3EZ





Aim:  We are learning how to reply to job advertisements.

Marta sees the e-mail and decides to apply for the job. She organises her reply in paragraphs. When we write long pieces of text, we use paragraphs to set out the writing. We use paragraphs to help the people who read the text. Each paragraph is about a different subject. 

Kamil began his e-mail with an opening sentence, which tells the reader what it is about, then there are three paragraphs:


1. Describes the supervisor’s duties and responsibilities


2. Tells the reader about the working hours


3. Tells the reader about the skills and experience needed.

The closing sentence tells the reader what they need to do if they are interested in the job.
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Task 7: Writing an application by email

This is Marta’s reply to Kamil’s e-mail. The paragraphs are not in the right order. Can you re-order them and write the e-mail to her in the space below?
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Task 8: Free writing

Now you write an application for the job of supervisor.  You can use the boxes below to help you structure the letter or write on a blank of paper.  We have given you some phrases you can use.

Dear Mr. Esam
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Yours sincerely
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Here are some other job advertisements. Practise writing letters or e-mails to apply for them:
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How did you get on? 

Module 2: Writing about the past answers

Task 1 answers

	1.
I was unloading lambs when I fell backwards.

	2.
Chun was lifting a crate when she twisted around and hurt her back

	3.
It was raining heavily when the accident happened.

	4.
Inez was running to open the gate when she fell and sprained her ankle.

	5.
Dragos spilt the swill he was pouring in the trough.

	6.
She felt tired as she was weeding by hand on a hot day.

	7.
The cow escaped from the field where we were mending the fences.

	8.
As I was harvesting the barley, I saw the accident happen.

	9.
He was moving aluminium pipes near an overhead power line when he 
suffered an electric shock.

	10.
A branch hit him while he  was cutting down a tree.


Task 2 answers

	1.
We plough the fields before we sow the seed.

	2.
Some of the young plants died because there was a late frost.

	3.
He fell through a skylight while walking across the roof.

	4.
He has learnt a lot about customer service since he started training.

	5.
Alin didn’t know whether to take the job on the fruit farm or to stay at the

garden centre.

	6.
During a foot and mouth outbreak you can’t leave a livestock farm unless 

you disinfect your footwear and clothes.

	7.
He became a jockey after working as a stable hand.

	8.
Don’t prune the shrubs until they finish flowering.

	9.
We do a risk assessment whenever we identify a hazard.

	10.
The harvest was good although it rained a lot in the summer.

	11.
The inspector came to see where the accident happened.

	12.
You will get the sack if you come to work drunk.


Task 3 answers

	Accident report

	

	1.  About the person who had the accident

	Name:     Reva Zubas

	Address: 12 Logan Vale

	                Morham                                 Postcode:  MH12 6LG

	Occupation:  Stable hand

	

	2.  About you, the person filling in this form

	(  If you did not have the accident write your address and occupation

Name       Tomasz Janicki

	Address:   Vale Farm

	                 Morham                                 Postcode:  MH12 2CF

	Occupation:  Farm manager

	

	3.  About the accident  Continue on the back of this form if you need to.

	( Say when it happened            Date:  
7 April

Time: 13:40

	( Say where it happened:  Vale Farm

	( Say how the accident happened.  Give the cause if you can.

	Reva Zubas was walking alongside two young horse riders when a fox and a dog dashed in front of the horses.  As one of the horses reared up it kicked Ms Zubas in the head.  She fell to the ground

	

	( If the person who had the accident suffered an injury, say what it was.

	She has concussion as well as cuts and abrasions


	Please sign the form and date it.

Signature   T Janicki



Date: 10 April 2009


Task 4 answers

	1.
I worked on a hop farm this year.


I have worked on a hop farm this year.

	2.
He did not notice the ditch. 


He has not noticed the ditch.

	3.
The customer asked Niko for advice on growing raspberries.


The customer has asked Niko for advice on growing raspberries.

	4. 
I was there.


I have been there.

	5.
She kept a record of the meeting


She has kept a record of the meeting.

	6. 
Nina found a face mask for Pepe.


Nina has found a face mask for Pepe.

	7.
Tania trained as a union learning rep.


Tania has trained as a union learning rep.

	8. 
He did not report the accident.


He has not reported the accident.

	9.
The union health and safety officer spoke to him about the accident.


The union health and safety officer has spoken to him about the accident.

	10.
It happened before.


It has happened before.


Task 5 answers

	1.
She works for Carrhill Farm.where she is a yard hand.

	2.
I got on well with my last manager who gave me a good reference when

I applied for this job.

	3.
I plan to apply to be a team leader when I finish my training course.

	4.
I learnt English in school which helped me get a job when I moved to the UK

	5.
There’s the new tractor that our manager saw at the agricultural show..


Task 6 answers
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Task 7 answers
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�Agriculture





�bees





consonant








Remember: simple past forms of common verbs are often irregular


For example:  fell, broke, felt, spilt.  �If you are not sure look them up in a dictionary.





				Remember: a simple sentence is made up of:


				subject		verb			object


				Lenka			dug			a hole.


				The crops		grew.





infinitive		past participle	infinitive		past participle


to be				been			to forget		forgotten


to cut			cut			to keep		kept


to dig			dug			to know		known


to do				done			to see			seen


to fall			fallen 			to tell			told





You can shorten the auxiliary verb have like this:


	I’ve		we’ve


	you’ve		you’ve


	s/he’s		they’ve


These are called contractions. Contractions are also used for negative forms:


	I haven’t	we haven’t


	you haven’t	you haven’t


	s/he hasn’t	they haven’t








_5__ Reason for the e-mail

















____ Name, title and address of writer








____ What the email is about











____ Ending











____ Tells you who the email is for











____ Main part of the e-mail e.g.  any instructions or information

















____ Signature

















____ What the writer wants the reader to do

















____ e-mail address of the person/people you are writing to

















____ Who gets copies of the e-mail

















Key words and phrases


cheerful		happy and positive


confirm		agree something is true


currently		at the moment, at present


outgoing		willing to be friendly to other people


organic		not using artificial chemicals in horticulture or agriculture


performance	how well someone works or does something


post				job or position


punctual 		on time


reliable	someone who can be trusted to do what they say they will; something that won’t break down.


routines		tasks you do regularly





Abbreviations


CV		curriculum vitae or résumé; a summary of your education, qualifications and work experience


NVQ		national vocational qualifications; work related qualifications that you can do while in work or before you get a job








I have worked in horticulture for over five years and joined Greenleaves’ Walham  branch over a year ago. As a student I worked as a volunteer on organic farms in various European countries and grow vegetables organically on an allotment I share with a group of friends.  Because of this experience my supervisor asked me to help with the expansion of our organic section in January. I have also helped to train new staff on equipment and procedures.





I have a degree in botany from Lublin University and am currently working towards an NVQ in Production Horticulture Level 2 and ESOL Level 1. 








Marta Blaziak


6 Hope Street


Walham


BE23 7LG





Dear Kamil














Yours sincerely,


Marta























I would like to apply for the post of Supervisor for the new organic nursery.





I attach my CV with further information about my qualifications and experience. I hope you will consider my application and look forward to hearing from you.





My supervisor and our manager will confirm that I am highly organised and carry out my work to a very high standard. I am a cheerful, outgoing person with good communication skills and enjoy working in a team. I am fit, strong and healthy and have a good record for reliability and punctuality.





I hope you will consider my application and look forward to hearing from you.   




















Opening


I would like to apply for


I am interested in applying


I am writing 


I am interested in the post of





Experience


Write about your work experience





Personal qualities


You can use words like hard working, a good manager, organised, flexible, reliable, punctual, team worker.





Qualifications


Tell them about qualifications in agriculture and any others that are relevant to the job. If you have no qualifications you can write about training you have done.





Ending


I hope you will consider     


I attach a CV with further information


I look forward to hearing from you









































Your full name and address





















































Supervisor on Fruit Farm





This is an exciting opportunity for an energetic hard working individual with supervisory experience.


The candidate should have a good understanding of modern fruit production. 


Also essential is the ability to motivate and communicate with our largely East European workforce.


A good understanding of farm machinery together with the relevant spraying qualifications would be useful.





Houseplant Assistant


To be part of our team you’ll need to enjoy working in a busy environment with people who aim to create an excellent shopping experience for our customers. 


Our houseplants assistants help managers to provide our customers with ‘everything they need to live the garden life’. While a Horticultural qualification would be ideal, your love for, and knowledge of, horticultural products will be more important. We believe our products are the best,  however it will be your commitment and dedication that will continue to make our service offering unique.


Although previous experience in serving customers is desirable we are more interested in recruiting people who are helpful, show initiative and enjoy the buzz of a busy environment. A readiness to work as part of a team and a ‘can do’ attitude are essential. If you think you will enjoy working in an environment which offers products and services that are natural, healthy, fresh, organic, green and stylish then e-mail or write to us and tell us why we should employ you.





1   e-mail address of the�     person/people you are writing to


























6   Main part of the e-mail e.g.  any �     instructions or information

















2   Who gets copies of the e-mail


























7   What the writer wants the reader�     to do


























3   Tells you who the email is for











8   Ending











4   What the email is about











9    Signature




















5   Reason for the e-mail


























10  Name, title and address of writer





Dear Kamil




















I would like to apply for the post of Supervisor for the new organic nursery.


























I have worked in horticulture for over five years and joined Greenleaves’ Walham branch over a year ago. As a student I worked as a volunteer on organic farms in various European countries and grow vegetables organically on an allotment I share with a group of friends. Because of this experience my supervisor asked me to help with the expansion of our organic section in January. I have also helped to train new staff on equipment and procedures.





My supervisor and our manager will confirm that I am highly organised and carry out my work to a very high standard. I am a cheerful, outgoing person with good communication skills and enjoy working in a team.  I am fit, strong and healthy and have a good record for reliability and punctuality.





I have a degree in botany from Lublin University and am currently working towards an NVQ in Production Horticulture Level 2 and ESOL Level 1. 





I attach my CV with further information about my qualifications and experience.  I hope you will consider my application and look forward to hearing from you. 





Yours sincerely





Marta









































Marta Blaziak


6 Hope Street


Walham


BE23 7LG








