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Introduction

The main aim of this resource is to provide practice in the skills needed to successfully complete the Everyday Communication unit of the ESOL qualification at Access 3 level.

Lesson outlines

Lesson 1: Punctuation and capitalisation
Capital letters, full stops, apostrophe ‘s’ (to show possession) and commas

Checking for mistakes 

Completing forms: discussion with peers on completion

Lesson 2: ‘Can’ and ‘could’

Can

The main uses of ‘can’

Present tense forms: affirmative, interrogative, negative, negative/interrogative

Examples of ‘can’ 

Activity: discussion with peers on any inaccuracies

Could 

The main uses of ‘could’

Activity: discussion with peers on using ‘Could’ in context of sentence 

Lesson 3: Employment

Listening activity: job interview between personnel manager and student

Speaking practice

Lesson 4: Diaries

Infinitive without ‘to’

Speaking practice: discussion using ‘hope to’, ‘going to’, ‘need to’, ‘look forward to’ +… ‘ing’ form of verb

Lesson 5: Making appointments

Greetings, agreeing, sympathising, suggesting, showing gratitudes, closing gambits

Speaking practice: making a dental/doctor appointment 

Lesson 6: Holidays and activities

Reading to extract information

Lesson 7: Discussing your holiday

Postcard writing 

Speaking practice: discuss a recent holiday

Lesson 8: Travel and transport

Listening activity: buying train ticket 

Language of negotiation: ‘I would like…’, ‘Can you…?’ ‘Does that suit you?’, ‘Okay’, ‘fine’

Speaking practice: buying an appropriate travel ticket 

Reading to extract information: travel itinerary (days, dates, places, times)

Lesson 9: Hobbies and interests

Reading to extract information: advertising flier (days, times, places) 

Speaking practice: telephone conversation – finding out information

Listening transcripts

Lesson 3, Activity 2

Listen to the interview between a student and a personnel manager.

The student is hoping to get a job in the supermarket. You will hear the conversation twice and then answer the questions which follow.

Personnel manager: 
Good afternoon.

Student: 
Hello.

Personnel Manager: 
I’m going to ask you about your experience of working in supermarkets.

Student: 
Okay.

Personnel Manager: 
Have you worked in a supermarket before?

Student: 
Yes. Three years ago I worked in a small supermarket in Stirling.

Personnel Manager: 
How long did you work there?

Student: 
I was there for two years but I left when I came to university here in Glasgow.

Personnel Manager: 
Which section did you work in?

Student: 
I was in the fruit and vegetable section.

Personnel Manager: 
Alright. Did you work in any other sections?

Student: 
Oh yes. I was in the fresh fish section for two months.

Personnel Manager: 
Okay. Good. So you are a student.

Student: 
Yes. I’m studying tourism.

Personnel Manager: 
How many hours could you work per week?

Student: 
Well, I have quite a lot of free time so I would like to work at weekends and maybe two or three evenings a week.

Personnel Manager: 
So…maybe about twenty five hours in total?

Student: 
Yes.

Personnel Manager: 
Great. Do you live nearby? 

Student: 
About a 20 minute walk away, but I normally travel by bike.

Personnel Manager: 
Fine. Well. Could you begin work next week? Saturday 9 am?

Student: 
Perfect.

Personnel Manager: 
Look forward to seeing you then. Bye.

Student: 
Thanks. Bye. 
Lesson 5, Activity 1

Listen to the following conversation between a dental receptionist and a patient. You will hear the dialogue twice. Answer the questions that follow.

Receptionist: 
Good morning, dental hospital. How can I help you this morning?

Patient: 
Good morning. I would like to make an appointment as soon as possible.

Receptionist: 
Alright. The first appointment I can give you is next Tuesday at 2.15 pm.

Patient: 
Oh that’s a pity. I have toothache and was hoping to get an appointment sooner.

Receptionist: 
Okay. I have an emergency appointment tomorrow afternoon at 1.30 pm. Can you come then?

Patient: 
I could. I am in a lot of pain. 

Receptionist: 
I’m sorry but tomorrow is the soonest appointment.

Patient: 
That’s okay.

Receptionist: 
You can take some painkillers today for your toothache.

Patient: 
Where can I get the painkillers?

Receptionist: 
Em… at any chemist’s or supermarket. They’re not too expensive.

Patient: 
Thank you. 

Receptionist:
And what’s your name?

Patient:
Claire McDougall

Receptionist:
Thanks, that’s all confirmed.

Patient:
Thank you very much. See you tomorrow at 1.30 pm 

Receptionist: 
Bye. See you tomorrow.

Lesson 8, Activity 1

Listen to the following conversation between a student and a travel agent. You will hear the conversation twice and then answer the questions that follow.

Student: 
Hello. I would like some information about trains to Edinburgh.

Travel Agent: 
Okay. When do you want to travel?

Student: 
Next weekend. Friday or Saturday.

Travel Agent: 
Do you want a return ticket?

Student: 
Yes please. Can you find me the cheapest fare please?

Travel Agent: 
Let me see. Unfortunately travelling on Friday or Saturday is quite expensive. The cheapest return fare is £16.50

Student: 
That is a bit too expensive.

Travel Agent: 
Do you have a student discount card? That way it would be cheaper.

Student: 
Oh yes. Of course. Here you are.

Travel Agent: 
Well it would, with the discount, cost £12.50 for the return ticket. Does that suit you better?

Student: 
Yes. £12.50. That’s much better.

Travel Agent: 
Good. Which day do you want to travel Friday or Saturday?

Student: 
Friday morning would be perfect, if possible.

Travel Agent: 
Okay. And when do you want to return?

Student: 
Sunday evening. Around 6pm.

Travel Agent: 
Fine. Here’s your ticket. Your train leaves Friday morning at 9.30am. And on Sunday it leaves Edinburgh at 6.15pm. Is that okay?

Student: 
That is perfect for me. Thank you.

Travel Agent: 
Thank you. 
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