
Rules and tools
Entry 3

Organisational features of text

Different features of text help readers to gain information quickly and easily.

A page of text may contain all or some of the following features:

	A heading or title
	Headings and titles tell you what the text is about in a word or short sentence.

The title is often at the top of a page and stands out from the rest of the text.

A heading.  

	Colour
	Colour catches your eye more than black and white. 

Colour can be used to draw attention to important words or pictures.  



	Bold print
	Bold print draws the reader’s attention to a particular word or words.



	Images
	Images are pictures. Images add to words in order to give information. Sometimes an image is used instead of words.

Images help people who are skimming or scanning a text to find the information they need. 

	A logo
	A logo is an image which is like the badge of an organisation. When you see a logo on the page, you know who has written or sent you the text. 



	Speech bubbles
	Speech bubbles report what someone says.  You often see speech bubbles with pictures. They show the words coming out of a person’s mouth.



	A list 
	A list separates different pieces of information so that they are easier to read.

Each new item in a list may be shown by a bullet point, a dash or a number.



	A map
	A map shows you where a place is located, as if you were looking down from an aeroplane.

It can provide important information as you find your way around. 


You can find information in a book by using one of the following features: 
	Contents page
	A contents page lists information under headings. It gives the page number for each section listed

	Index 
	A book index lists words or subjects  you can find in a book. The words are given in alphabetical order. 

The index gives the page numbers on which you can find each key word or subject  in the book.


You can find information on a computer website by using the following feature:


	The menu 
	A menu is a list of commands or facilities displayed on a computer screen.

A menu lists information under headings. It gives links to other web pages where you can find more information on the same topic.


Reading for information 

Skimming

Skimming is when you read through a passage quickly to find out what it is about. Organisational features of the text will help you to gain information without reading every word.

Scanning 

Scanning is for when you want to find information or answers to specific questions. You look for key words or images to find the parts of the text you need to read in detail. 

Detailed Reading

Detailed reading is for when you want detailed information from a text. For detailed reading you need to read every word.


Reading checklist

When you read:

· Read information at least twice.

· Think carefully about the meaning.

· Make sure you understand all the words.

· Use a dictionary to check any words you are not sure of.

· Highlight or underline key words and sentences.
Uses of skimming and scanning

Skimming

You may skim when you are:

· choosing a book or a magazine to see what it is about before buying or borrowing.

· looking through a catalogue to see if anything catches your eye.

Scanning 

You may scan when you are:

· reading a bus timetable to find where the number 6 bus will take you.

· looking through a college prospectus to find what time the plumbing class starts.

Detailed Reading

You may read in detail when you are:

· reading a magazine story for enjoyment.

· reading the details of a job you are about to apply for.

Unfamiliar words


When you see an unfamiliar word, don’t panic! You may be able to work out its meaning.

· Underline any familiar parts of the word. For instance you may know the word firm in the word unconfirmed.
· Link the part you have underlined to a word you know. For instance, you can link the word part firm, which you may know means solid or fixed.

· Underline the other parts of the word and work out their meaning. Un- at the beginning of the word means not. Con- means together with and is often used to show agreement or discussion together with other people, as in the words contract and conversation. The ending –ed shows what form of the verb confirm is being used. 

· Look at the whole word again: un-con-firm-ed.
· Now look at the word in context:  
The story about the dangers of the Wishton landfill site was unconfirmed by the council.

· From the word parts and the context, work out the meaning of the word. In this context the word tells you that:

The council would not agree that the story about the Wishton landfill site was a firm fact. 

     In other words:

      The council would not agree that the story about the Wishton landfill site was      

      true.
Planning your writing

To produce a written text, remember the process of:

· Planning

· Drafting

· Proof-reading 

1.   Planning
You may plan in a number of ways.

Think of the main points you want to make.

Note down your key words.

Arrange your key words in the best way for you, for instance as:

· notes

· a spider diagram 

· a mind map 

· a list
· in columns (if you are presenting an argument, these could be headed for and against)

Decide how many paragraphs you will need. 

Write down a heading for each paragraph.

Rewrite your key words in groups under your paragraph heading.

Prepare a paragraph plan for each paragraph.

2.   Drafting

From your paragraph plan, write a first draft of your text.

Read your draft aloud and check that you have said everything you needed to say.

Add any words or sentences you have missed out. 

Check the order of sentences and paragraphs and show how you will change it if you need to. 

Check your spellings.

Check that your sentences make sense.

When you are satisfied, rewrite your text with all the corrections in place. 

3.   Proof-reading

After you have written each new draft and your final copy, proof-read.  

Read it through several times. Check each time for one of the following:

· sense
· the order of information
· complete sentences
· paragraphs
· spelling
· punctuation
Correct your work.
Planning a paragraph

Paragraphs are made up from groups of sentences which are linked by one general topic or theme. 

Paragraphs help to break up a longer text into smaller bits so that it can be read and understood more easily.

Paragraphs often start with a topic sentence.

This is a way of planning a paragraph:

	1
	main point
	People say the lottery brings hope.

	2
	explanation
	It gives people who are poor the chance to become rich.

	3
	examples
	A mother living with young children in one small room can move to a proper house if she wins the lottery.  People can do things they’ve always dreamed of, like sailing round the world or owning a restaurant. 


Fact and opinion
When you are reading or listening to someone’s point of view, it is important to understand the difference between what is a fact and what is the writer’s opinion.

Facts often contain precise details, such as:

The population of England and Wales is fifty-five million.

Gita is taller than I am.

The planets move round the sun.

Opinions give a person’s views, such as:

Priory Park Manor is the best school in the area.

Marilyn  Monroe was the most beautiful woman in the world.

Only the Labour Party fights for ordinary people.

Formal letters

Here is a template for writing a formal letter. Remember to leave a line between each block of information. If you are writing a letter with a word processor, don’t forget to run the spell check when you have finished. 

	The address of the recipient to whom the letter is directed.

Or

'Dear Mr Johns'

if you know the name.

1st line states main point.

1st para explains main point.

'Yours sincerely'

if you know the person's name.
	16 Lydgate Lane

Arnold

Nottingham

NG8 1TU
Tel 0115 4960009

The Manager

Jeff's Car Hire

176 North Atherton Road

Nottingham

NG2 8JU

28th August 2003

Dear Sir,

I wish to complain about the car I hired last week on 20.08.02. It broke down and I had to be rescued by the RAC. I refused to pay for the car and the assistant told me to complain to you, the manager, in writing.

Please contact me on the phone number above.

Yours faithfully,

Tony Wilkinson

        T.Wilkinson (Mr.)
	Put your address at the top.

Date

Sign your name.

Type your name.


A sample CV template

 You can use this template as a model for your own CV.


	
	

	
	[Address and post code] [Phone number]  [E-mail address]

	
	

	
	[Describe your career goal or ideal job.]

	
	List in order startng with most recen

[Job Title]

[Dates of employment]  [Company Name], [City/Town]

[Job responsibility/achievement]

[Job responsibility/achievement]

[Job responsibility/achievement]

	
	[Job Title]

[Dates of employment]  [Company Name], [City/Town]

[Job responsibility/achievement]

[Job responsibility/achievement]

[Job responsibility/achievement]

	
	[Job Title]

[Dates of employment]   [Company Name], [City/Town]

[Job responsibility/achievement]

[Job responsibility/achievement]

[Job responsibility/achievement]

	Education
	[School Name], [City/Town]

[Dates of attendance]

[Qualifications] 

[Qualifications]

	Interests

References
	[List interests relevant to your job.]

References are available on request.




Presentation tips 

The way you present your CV and application form says a lot about you. 

You can present a letter of application and a CV well by writing it on a word-processor. You may want to write a letter of application by hand. 

If you have access to word-processing facilities, use them. 

A CV should be clear, concise and easy to read. 

· Write out your CV/letters in draft.

· Use active words on CVs to give details of your experience and responsibilities. 

· For example:

Designed new filing system for a work experience assignment
· Compile a basic CV which you can keep (on the computer if possible).

· Rearrange the contents and pick out relevant points of your basic CV according to the job for which you are applying. 

· Use your covering letter to draw attention to the relevant parts of the CV. 

· Do not write anything negative in your letter or CV.

· Do not give explanations, such as: 

The reason I did not complete my work experience was... 
· If there is anything to discuss, leave it for the interview. 

· Make sure there are no spelling mistakes or grammatical errors. 

· If you find mistakes, rewrite the whole CV/letter. 

· Don't make any crossings-out, or use correction fluid. 

· Keep a CV to one A4 page. Two is the maximum length. 

· Ask someone to check your CV for content, spelling and grammar before you send it. 

Remember Presentation is important. Untidy or tatty CVs (the ones with poor handwriting, crossings-out or correction fluid) will probably be thrown out. 

Verbs

Verbs are words which show what we do, feel and experience. They change their form when the tense changes.

The verb must also agree with the subject.

The main tenses are: 

· the present tense

· the past tense

· the future tense


I take the bus to college every day.       The verb take is in the present tense.

I took the bus home last night.             The verb took is in the past tense.

I shall take the bus home tonight.       The verb shall take is in the future tense
The subject often does the action of the verb. Examples are:

I take the bus home.                I is the subject; take is the verb.
Sarah takes the bus home        Sarah is the subject; takes is the verb.

See the added –s when the subject is he, she, it or the name of one person, place or thing. For example:

A child plays with toys.  London grows busier by the day.   The chair falls over.  It rains more in summer than in winter.
Past tense 

The past tense is recognised in most cases  by the -ed ending: 

walk + ed = walked

play + ed = played



stamp + ed = stamped

work + ed = worked
I / you / he / she / it / we / they 
 worked 
However some verbs in the past do not end in -ed. These are called irregular verbs. Below is a list of common irregular verbs: 

	Verb
	Past form
	
	Verb
	Past form

	be
	was/were
	
	have
	had

	become
	became
	
	hold
	held

	break
	broke
	
	know
	knew

	buy
	bought
	
	leave
	left

	can
	could
	
	pay
	paid

	come
	came
	
	put
	put

	do
	did
	
	make
	made

	read
	read
	
	lead
	led

	take
	took
	
	say
	said

	sit
	sat
	
	speak
	spoke



Adverbs

Adverbs give more information about the verb, by saying when, where or how the action happens. Look at the examples below:

Prepare well for the course.

Work hard.
Eat properly. 
Call anytime.
Join today.
                Verb
Adverb 

               prepare 
well  

               work

hard

               eat

properly

               call

anytime

               join

today

A lot of adverbs end in –ly:

I chose my course carefully.

I passed the exam easily.
I nearly failed.

We registered immediately.
The adverbs    well    hard    fast    are some exceptions to this rule.

These words are examples of adverbs that tell you how something happens:

angrily
quietly

quickly
happily
slowly

sensibly
loudly


tightly

lightly

heavily
carefully
tidily

She marched angrily into the room.

He read quietly to himself.

He filled the form in quickly.

Adverbs also tell you when or where something happens.

I went to the shops yesterday.                      I put the book down.

Sometimes the adverb is a phrase rather than a single word. These phrases also tell the reader how, when or where things happen.

Last night, she walked home.

He put the box on the table.

Word banks

Some of the vocabulary at this level is specialist. It is useful to group words under headings when learning new vocabulary. Have a look at an example of a word bank below and try to use word banks in your future studies. 

	Renting a house
	Wage slip


	Bank vocabulary

	Tenant
	National insurance
	Mortgage

	Calendar month
	Pension
	Debt

	Council tax
	Gross wage
	Credit

	County court judgement
	Net wage
	Outstanding

	Default
	Deductions
	Cheque

	Secure loan
	Overtime
	Guarantee

	Unsecured loan
	Basic wage
	Interest

	
	Insurance
	Current account


	
	
	Savings account

	
	
	Deposit 


You can look up these words in a dictionary and write down their meanings. 
Using a dictionary
Using a dictionary

Remember that dictionaries are organised in alphabetical order.

Begin by looking up the first letter of the word. The following words will come in this order in the dictionary:

account        cheque       mortgage         pension        statement

When all the words you want to look up begin with the same letter, you use the second letter to find each word in the dictionary. The following words will come in this order:

centre    cheque    circuit    council    curriculum

There is not always an entry for the exact word you are looking for. Dictionaries often only have entries for root words. Root words are the main parts of the words before different endings are added.

The entry for the root word strong also explains stronger, strongest and strongly. To find strongly in the dictionary you need to find the entry for strong. Strong is known as the headword.

Spellings

Spelling silent letters 

Silent letters are letters that you see in a written word but do not hear in a spoken word. When you spell a word, you need to remember if it has a silent letter.

For example these words sound as if they start with an n. The k is silent.

                        knee    knight    know    knew     knife    knock    knit

Spelling words with silent letters can be difficult. There are no rules about silent letters. You just have to remember which words have them.

Sometimes words with silent letters are part of families of words. For example:

· debt and debit are from the same family. This helps you to remember that there is a silent b in debt.

Sometimes silent letters are part of compound words:

· knowing that cupboard is made up of cup and board helps you to remember the silent p.

There are other groups of words with similar spelling patterns which have silent letters. For example:

kneel     know     knit                           k  is silent

write    wrong     wreck                        w is silent
comb    tomb     lamb                           b is silent
when    where    which    whistle         h is silent, though not in all dialects
light     night     sight    fight                gh is silent
Note also the spelling of:

listen                                                     t is silent
Tips for telephone enquiries

When you make requests, on the telephone or face-to-face, it is important to prepare yourself as follows:

· write down the questions you want to ask.

· introduce yourself by giving your name.

· check that the other person is able and willing to give the necessary information.

· speak clearly and politely.

· make notes of any information you need to remember.
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