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INTRODUCTION

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

This package 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 your town. 

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 3A

Introduction to lesson 3A

Welcome to lesson 3A. This lesson is about reading information leaflets. It’s also about gathering information for a leaflet.

You will be asked to do the following:
· read an information leaflet about a town
· answer questions about this town
· write some information about your town.

You will also develop the following skills:
· how to understand several different points

· linking several bits of information together.

SAQ 1
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Here and overleaf are two pages from a leaflet.  They came from a tourist information leaflet for a town called Dunliston in Central Scotland.  Read the two pages carefully.  

After reading them, answer the questions on page 5.

	Dunliston

Welcome to the Ancient Burgh of Dunliston

Things to do

There’s so much to do in Dunliston.  Here are some things you can do:

· Horse riding

· Swimming

· Ice skating

· Visit the theatre

· Go to the cinema

· See the museum

· Visit the art gallery – with a selection of Scottish landscapes and portraits
Festivals & Shows
· The annual spring flower contest takes place in May
· A mediaeval festival takes place every July in Dunliston Village
· Dunliston Youth Theatre perform their annual production in the Town Hall every August
	Hotels

Dunliston’s main hotels offer you a friendly welcome.

· Dunliston Arms

· Hotel Liston

· Blue Lagoon Hotel 
Things to see

· Ravensnest Castle – the ancient home of King Robert
· Dunliston Dome – a history of Dunliston and surrounding areas

· Dunliston Village – an ancient village, virtually unchanged for over 400 years
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For information

Telephone (01423) 919291

Fax (01423) 919293

email: enquiries@dunliston.com


	Bed and Breakfast

Many people prefer B&B instead of going to hotels.

There are over 20 B&B establishments in Dunliston.  All offer breakfast and comfortable accommodation.  Some offer evening meals as well.

All Bed and Breakfast establishments are linked by a central computerised booking system.  

For  full details, call the Tourist Information Office on (01423) 919291.

Eating out
Dunliston is lucky to be situated so close to Scotland’s main food producers.  Food from the Highlands and the Borders is transported here within hours.  Dunliston’s restaurants pride themselves on their fresh food.

· Victoria Restaurant
· Sheep and Wolf Inn
· Café Liston
· Steak and Beer House
· Bengalese Tandoori
	Pubs and Clubs

Dunliston has many pubs and clubs which attract people into town from all over Dunlistonshire.  From small family pubs to international standard clubs – Dunliston has them all.

How to get here

Dunliston is easy to get  to.  It’s on the main train line between Edinburgh and Glasgow. 

The M8 motorway is only 5 miles away.

[image: image2.png]Dunliston






Here are the questions for SAQ1. You should read the two-page leaflet on page 3 and page 4 before answering the questions.

1. List two things that you can do in Dunliston.

2. What happens in the Town Hall in August?
3. What is special about Ravensnest Castle?
4. How far away is the M8 motorway?
5. What was the purpose of this leaflet?

	To tell visitors about the prices of things in Dunliston.
	

	
	

	To encourage visitors to come to Dunliston.
	

	
	

	To tell visitors that there is a tourist information office.
	


6. Was this a useful leaflet for people visiting Dunliston?

	No, because it doesn’t tell visitors very much.
	

	
	

	Yes, because it has lots of useful information for visitors.
	

	
	

	Yes, because it tells visitors how to save money in Dunliston.
	


Check your answers by turning to page 27 when you’ve finished.


	Score  ___ out of 6
	Tutor’s comments

	Date
	Tutor’s initials and date


Linking information together

Think about the leaflet that you just read about Dunliston. Did you notice that headings were used?  Did you notice that information was put together under the headings so that it was easy to understand?

Here’s an example:
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Things to do

	There’s so much to do in Dunliston.  Here are some things you can do:

· Horse riding

· Swimming

· Ice skating

· Visit the theatre

· [image: image8.png]Tk 10D 11 GRS L Be ke o1 L. AgrpHD
ot aiE e

ot ow s Yrgp e e . YGRS 0

e e some 1 on o g e s QA

B —
Tiey o J3cor B ra

Tiey o ke 2709 ok e et
Tt (5B kT s e
+ T G2V Dt oprop o plses o ge comecta
Sowing

IR S 1 AR I
a3 A s L VT, DI AN,

IR ke AL I
BB WGl e e v, Dol oz U1

oo e BRIl o alats e
GRS e e i Dol e TN

S SR DN
Ao s DAL AN

IR S 1 AR I
a3 A s L VT, DI AN,

IR 1k AL I
a3 A s L VT, DI AN,

[ ——
iy

i g

e p—
iy

© Basnmoan




Go to the cinema

· See the museum

· Visit the art gallery – with a selection of Scottish landscapes and portraits



When you write something, you should link things together like this.  Points that are connected to other points should go together in your writing.
Activity 1

Here are some notes that a student wrote down recently.  He was writing down these notes to help him to write a leaflet about his town.

Read the notes carefully.  Look at how he has used headings.  Under each heading he has put information which is connected to the heading.

Name of your town

Stonebridge

What entertainment is there in your town? 
(e.g. cinemas, clubs, bowling arcades, etc.)
There is a cinema near the motorway.  

There are many clubs in the town centre.

There is a hall called the Stonebridge Hall.  You can see movies and live shows there.

What hotels and pubs are there in your town?

The Stonebridge Hotel

The King Robert

The Port Bar

What restaurants are in your town?

The Bengal Indian

The Spring Blossom Chinese Restaurant

The Princes Square Restaurant

Antonia’s Pasta House

What historical things are there in your town?

The stone bridge

The house where Sir Nathaniel King was born

The old town jail.

There is no feedback after this activity.

Activity 2

Write down some things that you can do in your town.  You can look at the information about Stonebridge on page 7 to help you.

Use the following headings.

Name of your town
What entertainment is there in your town? (e.g. cinemas, clubs, bowling arcades, etc.)

What hotels and pubs are there in your town?

What restaurants are in your town?

What historical things are there in your town?
Activity 2 - feedback

I hope that you know enough about your town so that you could complete the last activity.

What you should have done is complete the page so that it looks a bit like the notes about Stonebridge on page 7.

I hope that you found using the headings easy.  

Keep your answers safe. You will be able to use them in a writing task in lesson 3B.

Summary of this lesson

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

· You learned how to read a leaflet.

· You learned how to use headings to put information in order.

· You learned how to write some notes about your town. You used headings to help you to do this.
	End of lesson 3A.  


LESSON 3B

Introduction to Lesson 3B

Welcome to lesson 3B. This lesson is about writing a leaflet.

In this lesson, you’re going to:

· create your own leaflet for your town.

During the lesson, you will work on these skills:

· choosing useful pictures or clip art.

.

Using graphics

You’re going to create a leaflet about your town in a few minutes. One thing that you will be asked to do is to include graphics.  Graphics are things like:

· photographs

· clip art

· drawings

· charts

· diagrams

· maps.
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Using graphics doesn’t mean 

you have to be a good artist.

You can use clip art or rough drawings in your work.

What is the purpose of graphics?

There’s no point in using graphics just for the sake of it.  A graphic should have a purpose. 

You know that the word ‘purpose’ means ‘reason’.  Any graphics you use must have a reason.

Here are some reasons for using different types of graphics.

· They can add extra information to your writing.

· They can add colour to a page.

· They can make a page look more interesting.

· They can break up large chunks of text. This makes things easier to read.

· The can add pictures of the people or places or things that you are writing about.

Here are two pages. The one with the graphic in it looks as if it would be easier to read. It also looks as if it would be more interesting.
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TA 1


Create a leaflet telling people about your town.  You can use the leaflet that you read on pages 3 and 4 to help you if you like.

The information must be linked together in the proper order. You should use headings in the leaflet.  This is the information that you should include:

· name of your town

· details of the hotels and pubs in your town

· information about the historical things in your town

· details of the entertainment in your town (e.g. cinemas, clubs, bowling arcades, etc.)

· details of the restaurants that are in your town.

(Remember that you have prepared all of this work already in Activity 2 on page 8.)

You must also include at least one graphic in your leaflet.  This can be one of the following:

· a photograph

· clip art

· a drawing (e.g. of a famous landmark)

· a map showing where it is

· anything else that you want to use.

The graphic you use must have a purpose. It must be useful to the people who would read the leaflet.

Give the completed leaflet to your teacher or tutor when you’ve finished.

Summary of this lesson

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

· You learned that graphics have a variety of purposes.

· You learned how to create a leaflet using information that you had gathered.

· You learned how to include a useful graphic in your leaflet.

	End of lesson 3B.


LESSON 3C

Introduction to Lesson 3C

Welcome to lesson 3C. This lesson is about delivering a talk. During the lesson you will do these things:

· prepare a very short talk  

· tell the audience a little bit about your town.

You will develop the following skills:

· preparing a talk
· talking skills.

[image: image4.wmf]

You’re now going to prepare and deliver a short talk.
You already know that you must put information

in the proper order for people to understand it.


Using signpost words

You need to put your information into the proper order before delivering a talk.

You also need to use words to tell people what part of your talk you are giving.  For example, you might start off a talk like this.

‘Hello. First of all, I want to tell you about my village.’
In this example, the words ‘first of all’ tell the listeners that you’ve just started your talk. It’s like a signpost that tells your listeners where you are.

Here is another example.

‘Now I will explain what the shops are like.’
In this example, the words ‘now I will explain’ tell your listeners that you’re going to talk about a new subject. It’s almost like holding up a signpost telling the listeners what you’re going to talk about.


Signposting words help your listeners

 to follow your talk.

SAQ 2

This student has gathered information for her talk. She has muddled up her notes. 

The introduction is in the right place. The conclusion is in the right place.  The other three points are not in the correct order.

What order should they go in?  (Clue - read each part of the talk carefully.  Look for the following signposting words: ‘firstly’; ‘next’; and ‘the final thing’.)

a) Good morning. My name is Jan Brown.  Today, I want to talk to you about the village that I live in. My village is called Muirend.  It’s about 10 miles from Aberdeen.


b) The final thing I want to talk to you about are the pubs.  There are two pubs in Muirend.  My favourite pub is the Wheatsheaf.  It has live music every Friday and Saturday.  You can also get a good bar lunch there.


c) Next I will tell you about the sporting facilities that we have.  The sports field is suitable for football and other sports.  It’s kept in quite good condition.  On Sundays, pub teams play football.  After the match they go to the pub. Let me tell you about the pubs now.


d) First of all, I want to tell you about what you can do in Muirend.  There’s not a lot of entertainment as it’s a small village.  But there are some lovely walks and there’s a nice play-park for the kids.  For young people there is a youth club. It has a sports field.


e) That is all that there is to say about Muirend.  Thank you for listening to my talk.  I will now answer your questions. 
The correct order for this talk is:

	A
	
	
	
	E


Check the answer on page 28 when you’ve finished.

Creating notes or cue cards

When you prepare a talk you can use notes or cue cards to remind you of what to say.  

You can’t read directly from the notes.  This means that you should have key words and phrases on your notes only.

For example, your first cue card should NOT look like this:


But it could look like this:


How to make cue cards

Here’s the cue card again. This time, the speech balloons show you how the speaker used the notes to remind herself of what she wanted to say.






Activity 3

You’ve just read that you can’t have cue cards with lots of information on them.

Your cue cards need to be brief.  Here is a cue card.  Re-write it using key words and phrases only.  Look at the examples on page 18 to help you. 


Acivity 3 - feedback.

There are lots of ways that you could have done that.

Here’s one way to prepare a cue card using the information that you were given.


You have probably written yours differently. I hope you managed to write out short words and phrases.

Activity 4

Start to prepare a short talk about your town.  You should use the information that you wrote in Activity 2 on page 8.

Some cue cards are given on the next few pages.  You can use these or you can create your own.

You can use the headings given here, or you can make your own headings. Remember to use keywords and key phrases only.



[This starts with a signposting phrase. List the key facilities.]


[Start with a signposting phrase.

This will help listeners to understand your talk.]


[Start with a signposting phrase. 

Next, write some notes about the restaurant.]


Activity 4 - feedback

I hope that you managed to create your own cue cards.  I also hope that you feel confident enough to deliver a short talk.

The people who do best in talks are those who have:

· prepared

· made cue cards

· practised using their cue cards

· practised some more!

Activity 5

Ask your teacher/tutor to arrange for you to deliver your talk.

Meanwhile, check these four things to be sure that you’re ready. 

	1
	You have an audience.
	

	
	
	

	2
	You know what you want to say.
	

	
	
	

	3
	You have prepared notes or cue cards.
	

	
	
	

	4
	You feel ready to do a short talk.
	


Summary of this lesson

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

· You learned how to write cue cards.

· You learned that cue cards should have key words and phrases only.

· You learned how to use signposting words such as ‘next’ and ‘finally’.

· You learned how to prepare a short talk.

	End of lesson 3C.   


SAQ ANSWERS


1. List two things that you can do in Dunliston.
You should have chosen two things from this list.  
· Gone horse riding

· Gone swimming

· Gone ice skating

· Visit the theatre

· Vist the cinema

· Vist the museum

· Vist the art gallery

· Visit pubs

· Visit hotels
2. What happens in the Town Hall in August?
Dunliston Youth Theatre perform their show.


3. What is special about Ravensnest Castle?
It was the home of King Robert.


4. How far away is the M8 motorway?
Five miles away.


5. What was the purpose of this leaflet?

	To tell visitors about  the prices of things in Dunliston.
	

	
	

	To encourage visitors to come to Dunliston.
	(

	
	

	To tell visitors that there is a tourist information office.
	


6. Was this a useful leaflet for visitors to Dunliston?

	No, because it doesn’t tell visitors very much.
	

	
	

	Yes, because it has lots of useful information for visitors.
	(

	
	

	Yes, because it tells visitors how to save money in Dunliston.
	



The correct order for this talk is:

	A
	D
	C
	B
	E
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Main shopping areas in Glasgow





 


 





 





 





 











 


 








SAQ 2 Answers








This is the list of things you can do.





Everything in the list is one of the ‘Things to do’ in Dunliston.








SAQ 1 Answers
































Conclusion





Before I finish, I will summarise my town


Tell people how good my town is


Say what could be better


Give the audience a reason to come to my town


Thank the audience for listening


Ask for questions











Historical things (or interesting things) in my town





 


 


 


 


 














Restaurants in my town





 


 


 


 


 


 


 

















Hotels and pubs in my town











Name some of the hotels





Say which are the best ones





Name some of the pubs





Say which are the best ones

















Entertainment in my town





First of all, I will talk about entertainment





 


 


 











Introduction





My name





Talk about _____________________ (my town)





Why I like it





My talk will cover entertainments, hotels and pubs





It will also cover restaurants





I will finish by telling you about historical things
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Main shopping areas in Glasgow.


Glasgow has great shops


Three main shopping areas


Sauchiehall Street


Buchanan Street


Argyle Street, which is my favourite area


Fashion shops and records shops


It’s pedestrianised


St Enoch Centre nearby





Main shopping areas in Glasgow.





Glasgow has great shops.  There are lots of shopping areas. The main areas are probably Sauchiehall Street, Buchanan Street, and Argyle Street.  I prefer Argyle Street because there are lots of shops there that I like. The fashion shops are great, and there are two large record shops.  It’s also pedestrianised. There’s a shopping centre nearby called the St Enoch Centre.  











5. I am going to tell you all about the entertainment and shopping that you will find in Glasgow.














4. There is a lot to see and a lot to do in Glasgow.








3. Glasgow is Scotland’s largest city.





2. Today I am going to tell you about the city that I live in.  It’s called Glasgow. 





Introduction





Hello. My name is Sarah Waugh. Today I am going to tell you about the city that I live in.  It’s called Glasgow.  Glasgow  is Scotland’s largest city.  There’s a lot to see and a lot to do in Glasgow.  I am going to tell you all about the entertainment and shopping that you will find in Glasgow.





This is the heading.





1. Hello. My name is Sarah Waugh.





Introduction





My name


Talk about Glasgow


Largest city in Scotland


Lots to see and do


Entertainment


Shopping





Introduction





My name


Talk about Glasgow


Largest city in Scotland


Lots to see and do


Entertainment


Shopping
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