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

Main aim
We are learning to write formal incident reports using a range of verb forms and vocabulary.
Other learning aims
We are learning to:

· Write sentences in the past continuous form of the verb

· Write longer pieces of text using conjunctions, complex sentences and paragraphs
· Use the present perfect form of verbs

· Write in complex sentences

· Reply to job advertisements.

Module: Writing about the past
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Main aim:
We are learning to write formal incident reports using a range of verb forms and vocabulary.

Aim: We are learning to write sentences in the past continuous form of the verb.
The past tense shows what has already happened. There are several ways of writing in the past tense.


Lennie worked for City Transport.
This shows that Lennie worked for City Transport in the past. He might have worked for them regularly.


Lennie worked for City Transport four days a week.

If Lennie was working for City Transport at a particular time in the past, we could write it like this.


Lennie was working for City Transport yesterday.

Something might have happened at that moment in time.


Lennie was working for City Transport in April when he bought a car.
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


work

working

clean

cleaning
2. If the verb ends with a consonant followed by a vowel (a e i o u) followed by a consonant (CVC verbs), we double the last letter and add ing:


	vowel
	
	
	

	
	▼
	
	
	
	

	f
	i
	t
	
	fit
	fitting

	▲
	
	▲
	
	
	

	consonant
	
	
	


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


charge

=
charging

drive

=
driving
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 driving along Park Road when a car skidded and hit my bus.

	          ▲

past continuous
	
	   ▲             ▲

simple past
	
	


	Her feet were badly bruised as she was wearing sandals 

	          
	           ▲

simple past
	
	                  ▲             

past continuous 
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	1.
I _____________ bags when I _______ backwards.

	Verbs to use:
	unload, fall

	2.
Elsa _________ a heavy box when she ________ around and ________ her back.

	Verbs to use:
	lift, twist, hurt

	3.
It ____________ heavily when the accident _____________.

	Verbs to use:
	rain, happen

	4.
Maria __________ to answer the phone when she ______ and ________ her 
ankle.

	Verbs to use:
	run, fall, sprain

	5.
Habib ________the oil he _____________ in the tank.

	Verbs to use:
	spill, pour

	6.
She ____________ faint as she _________ in a packed, stuffy carriage.

	Verbs to use:
	feel, stand

	7.
We ___________ tickets when we _________ a loud bang

	Verbs to use:
	check, hear

	8.
I ___________ at a level crossing when the dog ____________ across the tracks.

	Verbs to use:
	wait, run

	9.
He _____________ a baggage dolly with a freight dolly train by mistake so it jack-knifed while he _______.

	Verbs to use:
	connect, break

	10.
The drunk passenger __________ abuse so I _________ and ________ him to get off the bus.  

	Verbs to use:
	shout, stop, tell


Writing longer pieces of text
Aim: 
We are learning about writing longer pieces of text using conjunctions, complex sentences and paragraphs.
Remember a simple sentence is made up of:
	subject
	verb (simple present tense)
	object

	Lenka
	took
	the money.

	The train
	arrived
	


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 the signal changes soon...
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Task 2: Using conjunctions
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:

My knee hurts __________ I walk down stairs.

My knee hurts when I walk down stairs.

	1.
We secured the bicycles safely ____________ the train left the station.

	2.
Elsa hurt her back _______________ she didn’t lift the box carefully.

	3.
She twisted around _____________ carrying a heavy box.

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

	5. 
Pete didn’t know ____________ the snow or the driver’s carelessness caused the accident.

	6. 
You can’t become a driver _____________ you pass your test.

	7. 
He took a break ___________ reaching his destination.

	8. 
Don’t leave the depot _____________ you have checked your vehicle.

	9. 
He loses his temper _________________ the machine breaks down.

	10. The train was on time  _______________ the weather was bad.

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

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


Writing incident reports

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

There was an incident involving school children on the bus Rudi was driving. He tells Gita what happened. Read their conversation.
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	Hi Rudi.  I hear there was an incident on your bus?
	

	
	Yes it was those kids from Hilltop High. They can be a bit rowdy but this evening was really bad.
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	What happened?
	

	
	A group of them were mucking about upstairs. There were no other adults up there.  Suddenly I heard a girl screaming. We were near a stop so I drew in and stopped the bus.  
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	Was she hurt?
	

	
	No, no. She was fine – it was Hugo, one of the boys. A couple of boys had tied Hugo’s school tie to a railing on the bus. Hugo is small for his age and these two bully him. If I had stopped suddenly I might have strangled him.
	[image: image9.png]




	[image: image10.png]



	No! That’s shocking!  What did you do?
	

	
	I yelled at them to let him go and sit down. I untied him. He was in tears. He is only 11 years old. The ones that did this were a bit older.
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	Did you call the police?
	

	
	No I called control. They called the police and sent a relief bus to take the other children home. One of the teachers joined us on the bus. The police took statements from me and all the children on the top-deck. It was all recorded on CCTV.
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Read what Rudi wrote on the incident report. He only wrote the facts. He did not write down everything he told Gita.
	City Transport
Incident Report Form
Remember to sign and date the form and ask your manager to countersign it.



	Drivers full name:
	Rudi Scavo
	Employee number:
	D456777095

	Depot:
	Bow Street
	Route:
	34
	Fleet no:
	1642
	Vehicle reg: LN54 AYT

	Date of incident:
	12/04/09
	Time:
	15:35

	Exact location of incident:
	45 metres from stop DY on Greenwall Road.

	Was anyone injured:
	Y / N
	Who?
	

	Nature of injury:
	

	Were the police involved:
	Y / N
	PC name/no./station:
	PC L Simons, Greenwall Station

	Crime reference no:
	TA6438/09
	Is CCTV available?
	Y / N

	Type of incident: please tick (
	

	( Vandalism
	( Collision in depot
	( Passenger
	( Traffic

	Description of incident (give as much information as possible)

	Two boys from Hilltop High tied another, Hugo Green, to a railing by his tie on the upper deck. When I heard screaming I drew into Stop DY and went upstairs to investigate. I untied the boy. I called control who sent for the police and a teacher. The police took witness statements and the CCTV tape.



Task 3: Write an incident report
Now read about Jan Kopek’s accident and write the report. It happened on 7 April at 13:40. 
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	Hi Jan – I hear you’ve had an embarrassing accident.
	

	
	Very embarrassing! It seems to be the biggest joke in the depot.
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	Don’t worry. It happens to everyone. Tell me what happened.
	

	
	It was last Saturday at 13:40. I was on the number 42 heading south on Ridge Lane. I completely misjudged the right turn into Brewer Street and drove straight into the scaffolding around the building on the corner.
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	Was anyone hurt?
	

	
	No, thank goodness. I was turning so I was driving slowly. Luckily it was Saturday so there was no-one on the scaffolding. It was a bit of a shock though and the passengers were screaming.
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	Did you call the police?
	

	
	I called control and they informed the traffic police. They had to come and direct the traffic. They were a great help.  
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	I drove into the scaffolding.
	The traffic police



Fill in the form for Jan. We have started it for you.
	City Transport
Incident Report Form
Remember to sign and date the form and ask your manager to countersign it.



	Drivers full name:
	Jan Kopek
	Employee number:
	D356147085

	Depot:
	Bow Street
	Route:
	42
	Fleet no:
	1674
	Vehicle reg: LM33 ATK

	Date of incident:
	07/04/09
	Time:
	13:40

	Exact location of incident:
	

	Was anyone injured:
	Y / N
	Who?
	

	Nature of injury:
	

	Were the police involved:
	Y / N
	PC name/no./station:
	PC D Millon, Greenwall Station

	Crime reference no:
	TA6438/09
	Is CCTV available?
	Y / N

	Type of incident: please tick (
	

	( Vandalism
	( Collision in depot
	( Passenger
	( Traffic

	Description of incident (give as much information as possible)

	

	Signature: _____________
	Date: _____________

	Manager’s signature: _____________
	


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 is still happening up to the present moment.

If you write:


Rudi worked for City Transport for years.

This shows that Rudi worked for City Transport in the past but does not work there now. The event is over.
Look at:


Rudi has worked for City Transport for years.

This shows that Rudi has worked at City Transport 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 cleaned the carriages. 


(present perfect)


Erek showed Arjun the cleaned carriages.
(adjective)

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

	to be

	been

	to forget
	forgotten

	to cut
	cut
	to keep
	kept

	to do

	done to
	to know
	known

	to drive
	driven
	to see
	seen

	to fall
	fallen
	to tell
	told



Negative

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


Erek has not cleaned the carriages or Erek hasn’t cleaned the carriages.


I have not seen the manager this evening.


We haven’t forgotten the fire safety instructions.

Task 4: Writing in the present perfect


Read these sentences and then write them in the present perfect form. The first one for you is an example.
He cut his finger.        He has cut his finger.
	1. 
I worked for a private hire company this year.

	

	2. 
He did not notice that.

	

	3. 
Ben asked the allocator about overtime.

	

	4. 
I was there.

	

	5. 
She kept a record of the meeting.

	

	6. 
Nina found the manual for Ali.

	

	7. 
Tania trained as a union learning rep.

	

	8.  
He did not report the accident.

	

	9.
The transport police officer spoke to him about the accident.

	

	10.
It happened recently.
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Aim: 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

	Cam drove the bus 

	that Della repaired.

	We cannot start the meeting
	until Erek gets here.


The subordinate clause can start the complex sentence.
	subordinate clause

	main clause

	After Della repaired the bus
	Cam drove it.

	Until Erek gets here,

	we cannot start the meeting.


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

Erek, who chairs the meetings, will be here soon.
The bus, that Cam drove, was repaired by Della.
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 shows 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: Complex sentences

Match the two parts of the sentences using:
	that
	who
	which
	where
	when


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

	I got on well with my last manager
	she is a station assistant.

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

	I learnt English in school
	was on the wrong carousel.

	There’s the red suitcase
	I finish my training course.


	1. 
She works for Capital Rail where she is a station assistant.

	2. 


	3. 


	4. 


	5. 



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: Labelling an e-mail
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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We have a vacancy for a supervisor to manage one of our teams of baggage handlers in

Terminal 1
‘The Supenvisor reports to the Baggage Services Manager and manages ateam of fve baggage
anders The supervisor ensures he eai completss the sk efiectely and effienty. <

Key duties of the role include making sure that the tearm

+ ransfers passengers’ luggage from the check-n desks to the cortect aircrat and oads it
cortectly n the hold ofthe aircraft

+ unloads baggage and cargo from an aircraf as ouickly as possible afer landing and
delivers it o the comet destination using trucks, cargo loaders and loading conveyors

+ completes workplace documentation correcty

+ stores caro in warehouses ready for distribution

+ carties out basic machine and vehicle maintenance

+ cleans and dedces aircrafl

+ is propety trained in safe working practicss.

Supenvisars work - fo 12-hour shiffs over a 38-hour week, including weekends and public
holigays.

“The ideal cancidate should be an experienced baggage handler with excellent communication
and organisational skils and an eye for detail. You must also be very fit and highly motivated
Good leaderstip skils are essential. You should have an NVQ n Providing Awation Operatians
on the Ground at Level 2 or the equivalent. You wil be sxpectsd to underiake a Level 3
quaification in Co-ordinating Aviation Operations on the Ground.

Ifyou are interested inthis post send an e-mail or letier describing your skils, qualifiations and
experience to dnajames@sirportsenvices by 3 November.

- [eDina

Dina Jarmes
Recruitment Officer

Airport Senices

Belston Airport

Bekton

BE24 367





Aim: We are learning how to reply to job advertisements.
Kumali sees the e-mail and decides to apply for the job. He organises his 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. 

Dina began her 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 e-mail

This is Kumali’s reply to Dina’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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 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 
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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 piece of paper. We have given you some phrases you can use. 
Dear Ms James
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 SHAPE  \* MERGEFORMAT 
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Yours sincerely
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How did you get on?

Module 2: Writing about the past

Task 1 answers

	1.
I was unloading bags when I fell backwards.

	2.
Elsa was lifting a heavy box when she twisted around and hurt her back.

	3.
It was raining heavily when the accident happened.

	4.
Marla was running to answer the phone when she fell and sprained her ankle.

	5.
Habib spilt the oil he was pouring in the tank.

	6.
She felt faint as she was standing in a packed, stuffy carriage.

	7.
We were checking tickets when we heard a loud bang.

	8.
I was waiting at a level crossing when the dog ran across the tracks.

	9.
He connected a baggage dolly with a freight dolly train by mistake so it jack-knifed while he was braking.

	10.
The drunk passenger was shouting abuse so I stopped and told him to get off the bus.


Task 2 answers

	1.
We secured the bicycles safely before the train left the station.

	2.
Elsa hurt her back because she didn’t lift the box carefully.

	3.
She twisted around while carrying a heavy box.

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

	5. 
Pete didn’t know whether the snow or the driver’s carelessness caused the accident.

	6. 
You can’t become a driver unless you pass the test.

	7. 
He took a break after reaching his destination.

	8. 
Don’t leave the depot until you have checked your vehicle.

	9. 
He loses his temper whenever the machine breaks down.

	10. The train was on time although the weather was bad.

	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

	City Transport
Incident Report Form
Remember to sign and date the form and ask your manager to countersign it.



	Drivers full name:
	Jan Kopek
	Employee number:
	D356147085

	Depot:
	Bow Street
	Route:
	42
	Fleet no:
	1674
	Vehicle reg: LM33 ATK

	Date of incident:
	07/04/09
	Time:
	13:40

	Exact location of incident:
	Corner of Ridge Lane and Brewer Street.

	Was anyone injured:
	Y / N
	Who?
	

	Nature of injury:
	

	Were the police involved:
	Y / N
	PC name/no./station:
	PC D Millon, Greenwall Station

	Crime reference no:
	TA6438/09
	Is CCTV available?
	Y / N

	Type of incident: please tick (
	

	( Vandalism
	( Collision in depot
	( Passenger
	( Traffic

	Description of incident (give as much information as possible)

	I was turning right from Ridge Lane into Brewer Street. I misjudged the angle and drove into scaffolding around a building on the corner. I stopped immediately and called control. The police arrived and directed the traffic.



	Signature: ___ J Kopek__________
	Date: __12 April 2009___________

	Manager’s signature: _____________
	


Task 4 answers

	1. 
I worked for a private hire company this year.

	
I have worked for a private hire company this year.      (or I’ve worked…)

	2. 
He did not notice that.   

	
He has not noticed that.     (or He hasn’t...)

	3. 
Ben asked the allocator about overtime.

	
Ben has asked the allocator about overtime.  (or Ben’s asked………)

	4. 
I was there.

	
I have been there.   (or I’ve been……….)

	5. 
She kept a record of the meeting.   

	
She has kept a record of the meeting.   (or She’s kept…….)

	6. 
Nina found the manual for Ali.

	
Nina has found the manual for Ali.   (or Nina’s found…….)

	7. 
Tania trained as a union learning rep.

	
Tania has trained as a union learning rep.   (or Tania’s trained…)

	8.  
He did not report the accident.

	
He has not reported the accident.   (or He hasn’t reported…)

	9.
The transport police officer spoke to him about the accident.

	
The transport police officer has spoken to him about the accident.

	10.
It happened a few minutes ago.

	
It has happened recently.


Task 5 answers

	1. She works for Capital Rail where she is a Station Assistant.

	2. I get on well with my manager who gave me a good reference when I applied for this job.

	3. I plan to apply to be an inspector 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 red suitcase that was on the wrong carousel.


Task 6 answers
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Task 7 answers
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�Transport











Dear Ms James























Kumali Mutasa


6 Hope Street


Belston


BE23 7LG  

















My supervisor and the Baggage Services 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 very fit and have a good record for reliability and punctuality. 














5 Reason for the e-mail

















9 Signature

















10 Name, title and address of writer




















8 Ending

















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














Yours sincerely





Kumali






































3 The person or people to whom the e-mail was sent


























4 What the e-mail is about














(Body text centred)














7 What the writer wants the reader to do

















(Body text centred)














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














I would like to apply for the post of Baggage Supervisor at Terminal 1.














2 Who gets copies of the e-mail

















Your full name and address
























































Ending


I hope you will consider     


I attach a CV with further information


I look forward to hearing from you









































Qualifications


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



































Experience


Write about your work experience


























Personal qualities


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























Opening


I would like to apply for


I am interested in applying


I am writing 


I am interested in the post of























Yours sincerely





Kumali























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











Dear Ms James























I completed my NVQ in Providing Aviation Operations on the Ground at Level 2 two years ago and have done a number of other training courses as recommended by my supervisor. I have recently completed an ESOL Level 1 qualification.





























I have been working as a baggage handler at Terminal 2 for three years and am very familiar with the routines and responsibilities of the job. A year ago I was promoted to lead ramp hand and have been commended for my skills in marshalling aircraft to their stands to get them ready for the next flight. I have also helped to train new staff on equipment and procedures.





























I would like to apply for the post of Baggage Supervisor at Terminal 1.











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








____ What the writer wants the reader to do








(Body text centred)





____ Signature








____ What the email is about


























____ Name, title  and address of writer








_5__ Reason for the e-mail








(Body text centred)





My supervisor and the Baggage Services 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 very fit and have a good record for reliability and punctuality.  








Kumali Mutasa


6 Hope Street


Belston


BE23 7LG  








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














____ Who gets copies of the e-mail








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.   























I completed my NVQ in Providing Aviation Operations on the Ground at level 2 two years ago and have done a number of other training courses as recommended by my supervisor.  I also have qualifications in English and Maths. 


























I have been working as a baggage handler at Terminal 2 for three years and am very familiar with the routines and responsibilities of the job. A year ago I was promoted to lead ramp hand and have been commended for my skills in marshalling aircraft to their stands to get them ready for the next flight. I have also helped to train new staff on equipment and procedures. 


























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











Remember


You do not double the last letter for verbs ending in w and x.





fix 	fixing


tow  	towing














Key words and phrases


cheerful		happy and positive


commended		praised


confirm		agree something is true


outgoing		willing to be friendly to other people


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


vehicle 


maintenance 	checking the vehicle and keeping it in good condition. 








____ The person or people to whom the e-mail was sent








____ Ending








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








Remember that the 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.
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