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INTRODUCTION

Welcome to this study section.  You are studying Communication at Access 3 level.

This section contains three separate lessons.  Each of these lessons is a complete ‘chunk’ of material that is similar to a traditional class lesson. The difference is that you can work at your own pace through the lesson.  Each lesson will take you approximately an hour to complete.

The theme of this study section is mobile telephones. 

This study section contains activities, self-assessed questions and a tutor assessment. 
An activity asks you to do something such as read an article or write a letter. Most activities have feedback on the next page. The word feedback just means comments. You should try the activity before reading the feedback.
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Self-Assessed Question (SAQ)

When you see this symbol, you should answer the questions, and then check your answers with those given at the end of the study section.  
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Tutor Assessment (TA)

These are activities or questions that you answer, then submit to your teacher or tutor for marking.

LESSON 1A

Introduction to lesson 1A

Welcome to lesson 1A.  Here is a list of the things that you’re going to be doing:
· reading some adverts about mobile phones
· answering some questions about the adverts.

During the lesson, you’ll also work on the following skills:
· working out what the phrase ‘writer’s purpose’ means
· working out the purpose of some communications.
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Before you go any further…

Before you go any further you might be wondering what the word communication means.  You’re going to see this word a lot as you study this unit.

Communication is all about written and spoken messages. These are all examples of communication:

	Written Communications
	Spoken Communications

	· newspapers
	· meetings

	· essays
	· interviews

	· letters
	· classroom discussions

	· leaflets
	· chats and talks


Writer’s purpose

Any piece of communication has a purpose.  The word ‘purpose’ means reason.

When we talk about the purpose of a written communication, we mean what is the reason for this piece of writing.

Here’s another way to think about this. The purpose of a piece of writing is the reason that the writer wrote the piece.

Here is a short communication. 

[image: image2.jpg]1 want to complain
about the cost of
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The purpose of this.
communication is to
complain about the
cost of texting.

Here's another way
o say the same
thing.
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writer wrote this is
to complain about
the cost of texting.







SAQ 1
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This is your first self-assessed question (SAQ).  All you have to do is to answer the question, and then mark it for yourself.

1. What does the word ‘purpose’ mean?  Choose the definition that you think best describes the word.

a) Purpose means the way you feel about something.

b) Purpose is the reason for doing something.

2. What does it mean when we talk about the ‘writer’s purpose’?

a) The writer’s purpose is the way that the writer tells us what he or she feels about something.

b) The writer’s purpose is the reason that the writer wrote the communication.


3. Read this communication.  What is the writer’s purpose?
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a) The writer’s purpose is to tell us about the problems he had with his new phone.

b) The writer’s purpose is to persuade us to buy a new phone.

When you’ve finished, check your responses with the answers on page 29.
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	Score  ___ out of 3
	Tutor’s comments

	Date
	Tutor’s initials and date


More about writer’s purpose

You now know what it means when we talk about the writer’s purpose. There are many different purposes that a writer might have when they write.

Here are some purposes that a writer could have:

· to tell someone something

· to give some advice

· to complain

· to ask for something

· to advertise something

· to make people laugh

· to warn people

· to say what his or her feelings are.

SAQ 2
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Here is a list of purposes. There is also a list of definitions.  Match the purpose to the correct definition by drawing a line connecting them.  One has been done for you to help you.

	1
	To tell someone something
	[image: image17.png]


(
	(
	a)
	This means that the writer wants to make people aware of something, or to make them interested in something.


	2
	To warn people
	(
	(
	b)
	This means that the writer wants to tell people about a problem with something.



	3
	To say what 
his or her feelings are
	(
	(
	c)
	This means that the writer  wants to amuse people.




	4
	To advertise something
	(
	(
	d)
	This means that the writer wants to give information about something.



	5
	To make 
people laugh
	(
	(
	e)
	This means that the writer wants to explain his or her attitude or feelings about something.



Check your answers with those on page 29 when you’ve finished. 

(You can have a point for question 4, even though it’s done for you!) 
	Score  ___ out of 5
	Tutor’s comments

	Date
	Tutor’s initials and date


How to work out the writer’s purpose

You know now what the word purpose means. You also know what some purposes are.  Now you’re going to get a chance to read an advert and work out the purpose for yourself.

Activity 1

This is your first activity.  Remember that an activity means you follow the instructions and do whatever you’re asked to do.

Firstly, look at this advert below. Spend a couple of minutes looking at it.

After you’ve done that, turn over the page.  Read the speech balloons.  The speech balloons show you what the purposes of the advert are.
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Activity 1 - feedback

As you can see, this advert had the following purposes:

· to TELL YOU about the special offer

· to ADVERTISE the telephone.

As you can see, this advert had more than one purpose.  This is very common.  Most written communications have more than one purpose.
Summary of this lesson

Here is a list of what you’ve learned in this lesson.  

· You learned what the phrase ‘writer’s purpose’ means. It refers to the reason that the writer has for writing.


· You learned how to work out what the writer’s purpose is.


· You learned that communications can have more than one purpose.

	End of lesson 1A.


LESSON 1B

Introduction to lesson 1B

Welcome to lesson 1B.  Here is a list of the things that you’re going to be doing:
· looking at contracts and ‘small print’ in adverts

· answering some questions about the adverts.

During the lesson, you’ll also work on the following skill:
· working out what the important points are in an advert.
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It’s always worth reading the small print
carefully before you sign anything.

Reading skills: the small print

Have you ever heard anyone say something like this? 

‘The conditions were explained in the small print.’

What exactly do we mean by ‘the small print’?

It usually refers to the terms and conditions of an offer or a contract.  It’s called small print, because often it’s in very small letters.  This means it’s difficult to read. Many people don’t bother to read it.
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SAQ 3

Read this advert, and answer the questions. 
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1. What two things do you seem to get free with this offer?

2. When do you get your free calls? (Look in the small print.)

3. When do you get your free texts? (Look in the small print.)

4. Is this a good offer? Explain your answer.

After you’ve answered the questions, check your answer with the SAQ answers on page 29.

	Score  ___ out of 4
	Tutor’s comments

	Date
	Tutor’s initials and date


Reading skills: thinking about the small print.

The trouble with small print is that it’s small. Because of this people don’t always bother to read it.  This means that people can sign up for something without really knowing what they’re signing up for.
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Terms and Conditions
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Some contracts have so much that
most people don't even bother
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SAQ 4
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Read this example of small print carefully.  After reading it, answer the questions overleaf. The questions will help you to identify the important points of the communication.
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Terms and Conditions.


We will set a credit limit for you. This will be set at £50. You must not run up bills over this amount. If you do, we will charge you £25 for going over the limit.


Bills are sent out monthly.  You must pay your bill within 7 days of receipt. If you do not, we will charge you interest.  You can opt to pay by direct debit. If you opt for this, we will give you a discount of £3 per month.

Text messages sent from your phone must not be offensive.  If you send offensive material in text messages, we will block text messages from your phone.  Also, we reserve the right to inform the police.

1. What credit limit will you be given?



2. What happens if you go over your credit limit?


3. How often are bills sent out?


4. When do you have to pay the bill?




5. What happens if you pay by direct debit?


6. What two things can the company do if you send offensive text messages?

After you’ve answered the questions, check your answer with the SAQ answers on page 30.

	Score  ___ out of 6
	Tutor’s comments

	Date
	Tutor’s initials and date


Summary of this lesson

Here is a list of what you’ve learned in this lesson.  

· You learned that it’s important to read the small print.

· You read some small print, and worked out what the important points were.

	End of lesson 1B.  


LESSON 1C

Welcome to lesson 1C.  Here is a list of the things that you’re going to be doing:
· reading and understanding a form

· completing a form

· expressing your feelings about a piece of small print.

During the lesson, you’ll also work on the following skills:
· working out what the important points are

· expressing your feelings.
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No matter how nice the salesperson is, 
don’t sign until you’re ready!

Reading forms

We’ve already talked about the importance of reading the small print.  Now we’re going to look at filling in forms.

There are many situations in your life when you’ll have to fill out a form.  Here are just a few:

· applying for a driving licence

· claiming Social Security

· registering the birth of a baby

· opening a bank account

· applying for a job

· signing a contract

· applying for a loan.

There’s no getting away from form filling. Because of this, it makes sense to be sure that you’re good at reading and understanding forms.


SAQ 5

Look at the form on the page overleaf.  It is an application for an extended warranty for a product that someone has bought.  Read the form carefully.

After reading it, answer the questions on the next page.

	Application for Extended Warranty

	CUSTOMER TO COMPLETE

	First name
	James

	Surname
	Nicholson

	House number
	8

	Street name
	Bluebell Avenue

	Town
	Bathgate

	Postcode
	BH12 9JH

	Tel no. (Inc STD)
	01111 987654

	Age next birthday
	22

	I accept the terms and conditions
(Sign and date)
	James Nicholson

22/10/03

	SALESPERSON TO COMPLETE

	Item purchased
(Tick box)
	Personal Computer
	
	

	
	Laptop Computer
	
	

	
	Mobile Phone
	(
	

	
	DVD
	
	

	
	Television
	
	

	Model no.
	291063

	Length of warranty purchased
	3 years

	Warranty valid from
	22/10/2003

	Warranty valid until
	22/10/2006

	Date of purchase
	22/10/2003


1. Who completed the customer’s personal details?


2. What is the name of the customer?


3. What town does the customer live in?


4. In the box where the customer signed the form, what else did he have to write?



5. What item did the customer buy?


6. The salesperson did something on the form to show what the customer bought. What did the salesperson do? 



After you’ve answered the questions, check your answer with the SAQ answers on page 30.

	Score  ___ out of 6
	Tutor’s comments

	Date
	Tutor’s initials and date


Activity 2

Complete the form on page 22. It is a blank version of the one that you’ve just looked at.

First of all complete the customer section.  Read it carefully and be sure to enter the correct information.

Next, complete the salesperson section.

Here are the details you should include.

· You’ve bought a laptop computer.

· It is a model number LPC443.

· You’ve taken out a 2-year extended warranty (This means it’s valid for two years from the date that you bought the computer).
Remember to read the form carefully as you complete it. This is for two reasons. One, if you make a mistake you might have to start again.  Two, if you make a mistake you might sign up for something you don’t really want!

	Application for Extended Warranty

	CUSTOMER TO COMPLETE

	First name
	

	Surname
	

	House number
	

	Street name
	

	Town
	

	Postcode
	

	Tel no. (Inc STD)
	

	Age next birthday
	

	I accept the terms and conditions
(Sign and date)
	

	SALESPERSON TO COMPLETE

	Item purchased
(Tick box)
	Personal Computer
	
	

	
	Laptop Computer
	
	

	
	Mobile Phone
	
	

	
	DVD
	
	

	
	Television
	
	

	Model no.
	

	Length of warranty purchased
	

	Warranty valid from
	

	Warranty valid until
	

	Date of purchase
	


Activity 2 - feedback

I hope you managed to fill in all the details. Use this checklist to make sure that you put in all of the information needed.

	
	Yes
	No

	Did you write down your first name?
	
	

	Did you write down your surname?
	
	

	Did you write down your house number?
	
	

	Did you write down your street name?
	
	

	Did you write down the name of your town?
	
	

	Did you write down your postcode?
	
	

	Did you write down your telephone number?
	
	

	Did you sign the form?
	
	

	Did you add the date to the form?
	
	

	Did you tick the box to show that you’d bought a

mobile phone?
	
	

	Did you write down the correct model number

(LPC443)?
	
	

	Did you write down that you’d bought a 2-year 
    warranty?
	
	

	Did you complete the ‘valid from’ section? 
	
	

	Did you complete the ‘valid until’ section?
	
	

	Did you complete the ‘date of purchase’ section?
	
	


Writing skills: expressing your point of view

When you write to express your feelings, you need to be able to explain why you feel the way you do.

To do this, you should say what you feel, and then tell the reader the reason you feel like this.

Look at this example.  The man expresses his point of view (his feelings). But he doesn’t tell us why he feels like this.  
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· This man tells us that he likes this telephone.

· We know what his feelings are about the telephone.

· We don’t know WHY he likes this telephone.

Now look overleaf.

Here’s the same man. This time he tells us WHY he likes the telephone.
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· This man tells us that he likes this telephone.

· We know what his feelings are about the telephone.

· We know that he likes the built-in camera.

· We know he likes that it can read e-mails.

It’s easy to express your feelings.  

1. Say what you think about something.

2. Explain why you feel this way.

What words can you use to express your feelings?

Here are some words that you can use to express you feelings or opinion about something.

There are also words in brackets to give you examples. 

· I like (chips because they’re tasty). 

· I love (football because it’s so exciting.)

· I enjoy (going to the pictures because it passes the time.)

· I hate (filling in forms because they take lots of time.)

· I loathe (mince because I am a vegetarian.)

· I detest (your boyfriend because he is a bully.)

· I wish (the weather was better because I want to sunbathe.)

· I dislike (Monday mornings because I want to stay in bed.)

· I prefer (brown bread to white bread because it’s tastier.)

· I think (Pop Idol is a great programme because everyone has a chance to win it.)

· I feel (we should look after our pets as they can’t look after themselves.)

· I believe (I can succeed because I have done well so far.)

· I can’t stand (going to the gym because I am not very fit.)

· I think it’s unfair that (bus fares are going up because they’re already dear enough.)

· I believe it’s a good idea that (we watch our diet because we should try to keep fit.)

· I hope that (my lottery ticket wins because it will change my life.)


When you express your feelings there are lots of words that you can use.

It’s always a good idea to say WHY you feel the way you do as well.

TA 1

This is your first Tutor Assessment (TA).  Remember that this piece of work must go to your teacher/tutor when you’ve finished it.

Instructions
Look back to the Terms and Conditions printed on page 14 (lesson 1B).  Answer these questions.  Each question is asking for your opinion or feelings.

In your answers you must say what you feel AND explain why you feel this way.

1. If you go over your credit limit you will get charged £25. Do you feel that this is fair? Explain your answer.

2. You must pay your bill within seven days. What do you think about this? Is it fair or unfair? Explain your answer.

3. If you send offensive messages, the company might inform the police.  Do you think that this is a good idea? Explain why you think this way.

Write your answers on paper (or use a PC if you have access to one).  Give it to your teacher/tutor.

Summary of this lesson

Here’s a list of things you worked on in this lesson.

· You learned how to understand forms.

· You learned how to complete a form.

· You learned how to express your attitude.

	End of lesson 1C.  


SAQ ANSWERS



1. b

2. b

3. a


1. d

2. b

3. e

4. a

5. c


1. Free calls and free texts.


2. After 10 p.m.


3. Every Sunday.


4. No.  You only get free calls late at night.  You only get free texts on Sundays.

· 
1. £50.


2. You will be charged £25.


3. Monthly.


4. Within 7 days of receiving it.


5. You will save £3 per month.


6. They can stop you sending texts. They can inform the police.


1.
The customer completes this part.


2.
James Nicholson.


3.
Bathgate.


4.
He also had to add the date.


5.
A mobile telephone.


6.
The salesperson ticked the box.
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This space is for your tutor, who will want to see every SAQ.  He or she might add some comments.  Your tutor won’t necessarily look at this as soon as you’ve finished, so carry on with the rest of the lesson. 
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SAQ 3 Answers





SAQ 2 Answers











I want to tell you about the problems I had with my new phone.




















Put your score here. Fill in the date. You can add comments if you like. For example, ‘I thought this was too hard’.
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SAQ 1 Answers








SAQ 5 Answers





SAQ 4 Answers








I like this telephone.  It has a built-in camera, and I can use it to read e-mails.  





I like this telephone.
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