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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 eating out. 

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.  

Tutor Assessment (TA)

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

LESSON 4A

Introduction to lesson 4A

Welcome to lesson 4A. This lesson is about reading a review.

During the lesson you’re going to do the following things:

· learn some phrases that you use in a review

· read a review of a restaurant

· work through a short exercise about the words ‘to’, ‘too’ and ‘two’.

Doing these things will help you to develop these skills:

· understanding what a review is

· knowing the difference between the words ‘to’, ‘too’ and ‘two’.
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A restaurant review is where you say

what you thought of a restaurant that you went to.

You can also write reviews of things like films and books.
Reading reviews

Soon you’re going to read a review of a restaurant.  A review is where the writer has said what he or she feels about the restaurant.

Here are some examples of sentences used by a writer in a review. Notice how the writer also gives reasons for why he feels the way he does.  

In Study Section 1, you learned that when you say what you feel about something you should also say why you feel this way.

Positive Phrases

· The food was excellent because it was so fresh.

· The service was good, as we didn’t have to wait long.

· The main course was out of this world. It melted in my mouth.

· The dessert made my mouth water because it looked tasty.

· I would recommend this restaurant to anyone because the food was great.

· I will definitely go back again, as the food is perfect.

· The staff were very helpful. They looked after us all night.

Negative Phrases
· The food was awful. It tasted like cardboard.

· The service was dreadful, because the waiter was rude.

· The main course was revolting. It tasted as if it was out of date.

· The dessert made me feel sick, because it tasted like porridge.

· I would not recommend you to go there, because the food is awful.

· I will never go back again, as it was too dear for what we got.
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The staff couldn’t care less. The waiter was laughing at us.

These are just examples. There are many other ways to say things in a review.
In a review you should use words that describe

how you feel about the restaurant.  You should also say why you feel the way you do.

SAQ 1
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Here is a review of a restaurant.  Read it and then answer the questions overleaf.

Betty Murphy’s Bistro offers good food
By our Food Critic Graeme Giles
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Betty Murphy’s bistro opened in Edinburgh’s Drysdale Road last January.  Since it opened, it has attracted a big student following.  I decided it was time I sampled its delights.

Betty Murphy’s is famed for its pies. I started my meal with a small portion of melon.  The melon was nice, but it was not very ripe.

I was served all night by a friendly waitress.  I asked her what she recommended. She said that the chicken pie was good, so I ordered that.

I wasn’t disappointed.  After a ten minute wait, the pie arrived.  It was served with new potatoes and broccoli.  The vegetables were lovely – and the pie really was wonderful.  The pastry was light and the filling was tasty. 

The dishes were cleared away quickly after I had finished, and my waitress brought me the sweet menu.  I ordered gateau with cream.  I was very disappointed when it came. It was obviously shop bought.

My night came to an end with a nice cup of coffee.  I would say give Betty Murphy’s a try.  The food is excellent (except for the desserts) and the service is good.

What is the purpose of this review?

	a. To review Betty Murphy’s Bistro.
	

	
	

	b. To review Macdonald’s burger bar.
	

	
	

	c. To complain about Betty Murphy’s Bistro.
	


1. What did the writer have to eat?

	a.
	Melon, chicken pie and gateau.
	

	
	
	

	b.
	Melon, potato pie and gateau.
	

	
	
	

	c.
	Melon, chicken curry and gateau.
	


2. What was the writer’s favourite course, and how do you know?

	a.
	The melon. He said it was nice but not very ripe.
	

	
	
	

	b.
	The main course. He said the pie was wonderful.
	

	
	
	

	c.
	The dessert. He said the gateau made him feel 
	

	
	very disappointed.
	


3. What was his least favourite course, and how do you know?

	a.
	The melon. He said it was nice but not very ripe.
	

	
	
	

	b.
	The main course. He said the pie was wonderful.
	

	
	
	

	c.
	The dessert. He said the gateau made him feel 
	

	
	very disappointed.
	


4. Is this review useful for someone in Edinburgh looking for a restaurant?  Why?


	a.
	Yes it’s useful. It tells you what the food was like.
	

	
	
	

	b.
	Yes it’s useful. It tells you that the service was bad.
	

	
	
	

	c.
	No, it’s not useful. It only tells you what the writer 
	

	
	ate. It doesn’t tell you if the food was good.
	


Check your answers with those on page 31 when you’ve finished.  

	Score  ___ out of 5
	Tutor’s comments

	Date
	Tutor’s initials and date


Writing skills: using ‘to’, ‘too’ and ‘two’

Soon you’re going to be asked to write a review.

When your write you should try spell words correctly. You should also try to use the correct words.

Some words sound the same but have different meanings.  ‘To’, ‘too’ and ‘two’ are words like this.

To – this word is used correctly in each of these sentences:


· I like to eat cauliflower.

· I went to a nice restaurant.

· It’s open till midnight Monday to Friday.

· The waiter brought the food to me.
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The waiter handed the drink to me
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Too means ALSO – this word is used correctly in this sentence:

· I like cauliflower too. (I like cauliflower also.) 
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Louise wanted tea too.
Too has another meaning. It also means ‘more than enough’.  It’s used correctly in this sentence.

· The portion was too much for me to eat. (The portion was more than enough for me to eat.)
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There was too much tomato on the sandwich.
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Two – this word is used correctly in each of these sentences.

· I wanted one course, but I ended up with two.

· The restaurant has two different chefs.
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I ordered one steak, but I got two steaks.
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Insert the correct word in each of these sentences.

	to
	or
	too
	or
	two


The word to is used three times
The word too is used five times
The word two is used twice

1. I went _____ a new restaurant.


2. My friend came ______.


3. There were _____ different menus.


4. We ordered a starter and a main course _____


5. The starter was huge.  There was ____ much to eat.


6. The main course was ___ hot to eat.


7. It was quiet. There were only ____ other customers.


8. The waiter wanted us ____ order a dessert.


9. We didn’t, as we were ____ full.


10. We were happy ___ leave a big tip.

Check your response with the answers on page 31 when you’ve finished.


	Score  ___ out of 10
	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 a review is where you say what you think about something.  A restaurant review is where you say what you think of a restaurant.

· You learned how to use negative and positive words in a review.

· You learned the differences between the words to, too and two.

	End of lesson 4A.


LESSON 4B

Introduction to lesson 4B

Welcome to lesson 4B. This lesson is all about writing a review.

During the lesson you’re going to:

· do an exercise about full stops and commas

· write a review of a restaurant or a takeaway food shop.

Doing these things will help you to develop the following skills:


· using full stops commas and correctly

· expressing yourself in writing

· explaining why you feel the way you do.

Using full stops

A full stop (.) is sometimes called a period or a dot.  It’s the punctuation mark that you can see at the end of this and most other sentences.

Some sentences end with an exclamation mark (!) or a 
question mark (?).  They work just like full stops.

The purpose of a full stop is to tell readers that the sentence has come to an end.

It means that the reader knows that a new idea is coming up.

Here’s an example:

· I’d like a pizza and chips my mate wants the same
This should really have two full stops in it like this:

· I’d like a pizza and chips. My mate wants the same.

This is really two sentences. The full stop tells us that there are two separate ideas:

· I’d like a pizza and chips.

· My mate wants the same.
[image: image15.wmf]
Full stops separate different ideas in your sentences.
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Add one full stop to each set of words.  You should end up with two sentences.  Each sentence should then contain one point of information each. 

1. We were hungry we went to the chip shop.


2. There was a big queue Ruth didn’t want to wait.


3. We then went to the pizza takeaway we both like pizza.


4. They were ready in 10 minutes we took them home.


5. We drove home the pizzas were still hot when we got back.


6. I had ordered a cheese pizza it was tasty.


7. Ruth’s pizza was soggy she was disappointed.


8. She put it in the oven it heated up and went crispy.


9. Afterwards we had ice cream we had some in the freezer. 


10. The empty boxes went in the bin we then watched television.

Check your response with the answers on page 32 when you’ve finished.

	Score ____out of 10


	Tutor’s comments

	Date
	Tutor’s initials and date


Using commas

The main purpose of a comma is to separate items in a list. Commas tell you to pause very slightly. This helps to separate the items.

For example:

I want a fish supper, a sausage supper and a bottle of cola please.

Can you see how the commas are used to separate the different items?  Another way to say the same thing would have been like this:

I want a fish supper and a sausage supper and a bottle of cola please.

There are lots of ‘ands’ in that sentence.  By using a comma, the sentence has fewer ‘ands’ in it.

Commas before the word ‘and’
There’s a funny ‘rule’ about commas. You don’t need to put a comma before the word ‘and’.  Some people do, but you are encouraged not to do so.

I want a fish supper, a sausage supper and a bottle of cola please.
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Other times you can use a comma

Another use of commas is to separate two parts of a sentence.

Put sauce on the chips, but vinegar on the fish supper.

Do you want fries with your burger, or just the burger on its own?

Commas and describing words

You should also use commas when you use several describing words.  For example:

The pizza is crispy, tasty and hot.
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Add one comma to each of these sentences. Remember, you don’t need a comma before the word ‘and’.

1. I ordered curry with rice chicken tikka without rice and a nan bread.


2. The cost of the order was fifteen pounds which I paid by cheque.


3. The customer asked for a bottle of orange juice a chocolate bar and a packet of crisps.


4. I like the Lahore Takeaway because it’s cheap clean and the food is great.


5. I used to go to the Cherry Blossom Chinese Takeaway which was next to the cinema.


6. I went to the sandwich bar and ordered a cheese roll a bacon roll and two salad rolls.


7. The salad was dirty soggy and mouldy.


8. I went to complain but the assistant was very rude.


9. I won’t ever go back there even though it’s close to my work.


10. Fast food is not always healthy so don’t eat it every day.

Check your response with the answers on page 33 when you’ve finished.


	Score  ___ out of 10
	Tutor’s comments

	Date
	Tutor’s initials and date


TA 1
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Write a review of a restaurant or burger bar that you’ve been to recently. (If you’ve not been to one recently, you can talk about a takeaway food shop such as a ‘chippy’ or a takeaway curry shop.)

There’s a list of useful phrases on page 3 that might help you with this task.  There’s also a review on page 4 that you can use as a guide.

Your review should cover the following five main points. Each main point will be one paragraph.

· Introduction
What is the name of the restaurant?
What type of restaurant is it? 
Why did you choose this restaurant?


· The staff
How polite were they?
Did they smile and talk pleasantly?
Did they look clean?


· The food
Was it hot?
Was it tasty? Describe the taste.
Was it served quickly?


· The building
Was it clean and tidy?
Were the toilets clean?
Was the table clean?
Were the cutlery, glasses and plates clean?


· Summary
Would you go back?  Explain why or why not.
Would you recommend it to others? Say why or why not.
Overall, was it a good experience or a bad one?

When you’ve finished give it to your teacher/tutor for marking.

Summary of this lesson

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

· You learned how use full stops correctly.

· You learned how to use commas correctly. 

· You learned how to write a review of a restaurant. 

	End of lesson 4B.  


LESSON 4C

Introduction to Lesson 4C

Welcome to lesson 4C. This lesson is about taking part in a discussions or talks. During the lesson you’re going to do the following things:

· revise what you know about body language

· plan your contribution for a discussion.

You will learn these skills:

· how to prepare for a discussion or a talk

· how to say things in the correct order

· how to link ideas together using signposting words or phrases.
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Preparing for a discussion is a bit like dancing.  You need to do 

the moves in the right order or you get your partner confused.

In a discussion you need to present your information in the correct order. If you don’t, you will not be as good at getting your point across.

Summary of what you know so far about discussions

In lesson 2C, you learned about the following things:

· body language

· how to prepare some notes

· how to respond to others.

If you’ve forgotten about some of these things, you should re-read lesson 2C quickly.

In this lesson, we’re going to build on the skills you’ve already learned. But first, let’s do some revision!

[image: image22.wmf]
We give off lots of signals about how we feel 

with our body language.
SAQ 5
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	1.
	What does body language mean?
	

	
	
	

	
	a.
	It refers to the way that you can make noises with 
	

	
	
	different parts of your body.
	

	
	
	
	

	
	b.
	It refers to the way that you give off signals by the 
	

	
	
	way you look, or the way you stand, or the way you sit.
	

	
	
	

	2.
	Which one of these is good body language?
	

	
	
	

	
	a.
	Slouching and looking bored.
	

	
	
	
	

	
	b.
	Sitting upright and looking interested.
	

	
	
	

	3.
	What is good eye contact?
	

	
	
	

	
	a.
	Not looking at people in case you make them feel 
	

	
	
	uncomfortable.
	

	
	
	
	

	
	b.
	Looking at people as they talk in a friendly way.
	


Check your response with the answers on page 33 when you’ve finished.


	Score  ___ out of 3
	Tutor’s comments

	Date
	Tutor’s initials and date


Saying what you want to say in the right order

There’s no point in telling someone the punchline of a joke, and then telling them the joke.  It just doesn’t work.

It’s the same when you’re talking about anything else.  You must give all of the information in the correct order.

Look at the diagram below.  The first column contains a joke.  Read the joke from top to bottom.  The information given in the joke has to be given in that order or the joke just doesn’t work.

Next look at column 2.  It’s a set of notes for a discussion. The information has to be given in the correct order.  It wouldn’t make sense if the points were given in a different order. 

	Column 1
	
	Column 2

	1. I went to the doctor the other day.
	( Introduction(
	1. I want to talk about the hygiene standards in the kitchen.

	2. I said, ‘Doctor, I keep thinking I am a pair of curtains.’
	( First point(
	2. I noticed that the worktops were really greasy.

	3. The doctor looked at me.
	( Second point(
	3. The kitchen staff said they have not got time to clean up.

	4. He said, ‘You will be OK.’
	( Third point(
	4. I said I will give them more time to do it.



	5. ‘You just need to  pull yourself together.’
	( Conclusion(
	5. They are now cleaning the kitchen.


SAQ 6
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Colin the Cook had prepared some notes for a meeting that he was asked to go to.

Unfortunately, he dropped his notes and when he picked them up he realised that they were in the wrong order.

Can you tell him what order they should go in?

Clue:

· he was asked to prepare a menu

· he showed the customers the menu

· he then said what was on the menu for the starter, the main course and the dessert.

Read the notes overleaf.  Decide what the correct order is.  Write your answer on page 25.
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Note A
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Note B
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Note C


Note D


Note E


Colin’s notes will make sense 

when you put them into the correct sequence.

What is the correct order for Colin’s notes?


	The introduction is on which note?
	

	The first point is on which note?
	

	The second point is on which note?
	

	The third point is on which note?
	

	The conclusion is on which note?
	


Once you’ve finished, check your response with the answers on page 34.

	Score  ___
	Tutor’s comments

	Date
	Tutor’s initials and date


Linking from one point to another

You’ve just done some work on putting information in the correct order.

Now we will look at the idea of linking from one subject to another.

Linking just means using signposting words or phrases to help your listeners to understand what you mean.

Here is an example:


The underlined words are signposting words.  They tell the man how the two sentences are linked.

	I will give you your coffee just now, but the burger is not ready.
	First piece of information

	When it is ready
	Signposting phrase

	I will bring it over.
	Second piece of information


Here is another example:
I want to order soup to start with.

Next, I will have the roast chicken.

After that, I will have the dessert.

Again, the underlined words are signposting words. They link one thing to another. 


Signpost words link words and phrases together.
SAQ 7


Here are some pairs of sentences.  Add a linking phrase to each of the second sentences.  

The first one is done for you, to show you how to do it.

1. Preparing a meal is hard work.  This is why we prepare the food early.

2. I want you to peel the vegetables.   ___________ you can tidy up.

3. The pudding goes in the fridge to chill.  ___________ you can bring it out.

4. The customer is always right.   ____________ they are being awkward, we must remember this.

Here are the linking phrases.  Which one goes where?
· This is why   (
· After that

· Even when

· When it’s chilled
 
TA 2


In this Tutor Assessment you are going to prepare notes for a discussion.  You’re not going to do the discussion – but you must prepare notes as if you were.

You’re going to prepare notes to help in a discussion about the preparation needed for a birthday party.

Here are the facts.

· Eighty people are celebrating a 30th birthday party on the 2nd of February.

· They want a buffet. The buffet is to be ready at 9 p.m.

· There are vegetarians coming.

· The guests have to get a free drink, when they arrive.

· Afterwards, they’ve to buy their own drinks at the bar.

· The party is to start at 8 p.m. The party will finish at 1 a.m.

The manager of the hotel wants to discuss your plans for this party with you.  Write out your notes for the discussion.  Here are the headings that you should use:

Food requirements 

The number of guests

The type of party

Start and end times

Drink requirements
Remember to plan your notes in the correct order. The headings here are not in the correct order!

Give your notes to your teacher/tutor when you’ve finished.

Summary of this lesson

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

· You learned that you must put information in the correct order when you take part in a discussion.

· You learned that you should use linking words and phrases to help people to understand what you mean.

· You learned how to prepare notes for a discussion.

	End of lesson 4C.  


SAQ ANSWERS



1. a

2. a

3. b

4. c

5. a


1. I went to a new restaurant.


2. My friend came too.


3. There were two different menus.


4. We ordered a starter and a main course too.
5. The starter was huge.  There was too much to eat.


6. The main course was too hot to eat.


7. It was quiet. There were only two other customers.


8. The waiter wanted us to order a dessert.


9. We didn’t, as we were too full.


10. We were happy to leave a big tip.


1. We were hungry. We went to the chip shop.


2. There was a big queue. Ruth didn’t want to wait.


3. We then went to the pizza takeaway. We both like pizza.


4. They were ready in 10 minutes. We took them home.


5. We drove home. The pizzas were still hot when we got back.


6. I had ordered a cheese pizza. It was tasty.


7. Ruth’s pizza was soggy. She was disappointed.


8. She put it in the oven. It heated up and went crispy.


9. Afterwards we had ice cream.  We had some in the freezer. 


10. The empty boxes went in the bin. We then watched television.


1. I ordered curry with rice, chicken tikka without rice and a nan bread.

2. The cost of the order was fifteen pounds, which I paid by cheque.


3. The customer asked for a bottle of orange juice, a chocolate bar and a packet of crisps.


4. I like the Lahore Takeaway because it’s cheap, clean and the food is great.


5. I used to go to the Cherry Blossom Chinese Takeaway, which was next to the cinema.


6. I went to the sandwich bar and ordered a cheese roll, a bacon roll and two salad rolls.


7. The salad was dirty, soggy and mouldy.


8. I went to complain, but the assistant was very rude.


9. I won’t ever go back there, even though it’s close to my work.


10. Fast food is not always healthy, so don’t eat it every day.


The correct answers are:

1. b

2. b

3. b


	The introduction is on which note?
	C

	The first point is on which note?
	E

	The second point is on which note?
	A

	The third point is on which note?
	D

	The conclusion is on which note?
	B



Add a linking phrase to each of these sentences.  

The first one is done for you to show you how to do it.

1. Preparing a meal is hard work.  This is why we prepare the food early.

2. I want you to peel the vegetables.   After that you can tidy up.

3. The pudding goes in the fridge to chill.  When it’s chilled you can bring it out.

4. The customer is always right.  Even when they are being awkward, we must remember this.
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For the main course I will offer fish with chips; steak pie with vegetables; or cheese salad.
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I have been asked to prepare a menu for a staff night out.





You don’t need to put a comma after the last item in a list.





This means that you don’t need to use a comma before the word ‘and’.
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For starters I thought that I would offer melon or soup or grapefruit.





Dessert will be fresh fruit salad or cheese and biscuits or ice cream.
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The describing words (crispy and tasty) are separated by a comma.
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I showed the customers the menu that I just told you about. They have booked it for next Thursday.
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I will give you your coffee just now, but the burger is not ready.  When it is ready, I will bring it over.





If you think the introduction is note D, then write D in the box here. Do the same for all of the other notes.
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