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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 music. 

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 7A

Introduction to lesson 7A

Welcome to lesson 7A.  This lesson is about reading skills. You will learn how to read a report. Here is a list of the things that you’re going to be doing:

· reading a report

· reading a questionnaire.

During the lesson, you’ll also work on the following skills:

· work out what goes into a report

· find out how to collect information for a report.
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Businesses often need reports.

A report is a type of writing that follows certain rules.

What is a report?

A report is a special type of business document.

There are five rules that you must follow when you write a report.

1. Reports are written in sections.

2. Each section has a heading.

3. Reports should contain facts.

4. Reports should contain recommendations.

5. Reports must be written in a formal or business-like way.

It goes without saying that a report should have good spelling and punctuation of course.

It looks a bit complicated.  The easiest way to understand a report is to look at one.
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The main purpose of a report is to present facts to the reader.
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SAQ 1

Read the report overleaf, then answer the questions. The questions are on page 5.



SAQ 1 (continued)
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1. Purpose of the report
This report is all about how many CDs, DVDs and Videos were sold in January 2004 in Michael’s Music Shop.


2. Type of Sales
2.1. CD sales.
· During the month we sold 878 CDs.

· The best selling CD in the month was Ozzy Ozbourne’s Greatest Hits CD.


2.2. DVD sales
· During the month we sold 552 DVDs.

· The best selling DVD in the month was The Matrix.


2.3. Video Sales
· During the month we sold 412 Videos.

· The best selling Video was Lord of the Rings.
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Table 1: Sales of CDs, DVDs and Videos.


3. Summary
3.1. The best selling item was CDs.

3.2. The sales of DVDs were in the middle.

3.3. The worst selling item was Videos.


4. Recommendation
We must try to sell more DVDs and Videos.


SAQ 1 (continued)
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Questions
1. What was the purpose of this report?



2. How many CDs were sold last month?



3. How many videos were sold last month?



4. What was the best selling DVD last month?



5. Which item had the lowest sales last month?



6. Look at section 4 (Recommendations). Why did the writer say: ‘We must sell more DVDs and videos’?



7. Was the graph useful? Explain your answer.

8. Would the manager find this report useful? Explain your answer.

Check your responses with the answers on page 27 when you’ve finished.

	Score  ___ out of 8


	Tutor’s comments

	Date
	Tutor’s initials and date


When would you write a report? 

The most common places where you will be asked to write reports are:

· in school or in college

· at work.

How should you write a report?

· You should always try to write as well as you can. 

· Make sure that your report contains information that the readers will find useful. 

· Check your spelling and punctuation.

· Always try to sound formal or ‘business-like’ in your report.

What is formal language?

Formal language just means words that are proper or business-like.

For example, the word ‘guy’ is not formal.  In a report, you would say ‘man’.

The phrase ‘The DVD is magic’ is not formal.  In a report, you would say ‘The DVD is very good’.
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	Formal (business like)
	Informal (everyday use)


Where to get information for a report

You might have to collect information for your report.  

You can get information from different places.  Here are some that you can use:

· the library

· the Internet

· interviews

· questionnaires.

There are lots of other places that you can get information from as well.
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You might find the Internet gives you
lots of information for a report.

Questionnaires

You might have to write a questionnaire to get information.  A questionnaire is just a series of questions, which you ask to several different people.

SAQ 2
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Here are the results of a questionnaire. This questionnaire was created to find out how many people play musical instruments in a school.

Read the questionnaire results carefully and then answer the questions overleaf.
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SAQ 2 (continued)
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1. What was the purpose of this questionnaire?

	a.
	To show that the flute is not a popular instrument.
	(

	b.
	To show how many people play different musical instruments.
	(

	c.
	To show that some people need to practise playing more often.
	(


2. Out of 100 people, how many people play a musical instrument?

3. What is the most popular musical instrument played?



4. What is the least popular instrument played?



5. How many people have been playing an instrument for four years or more?



6. How many people play their instruments daily?



7. How many people play their instruments once a week?

8. Would the head of the music department at school find this questionnaire interesting? Explain your answer.

Check your responses with the answers on page 28 when you’ve finished.

	Score  ___ out of 8


	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 what a report is.

· You learned the rules of report writing. 

· You learned where to find information for a report.

· You learned how to read a questionnaire.

	End of lesson 7A.  


LESSON 7B

Introduction to Lesson 7B

Welcome to lesson 7B.  This lesson is all about writing reports.  Here’s what you will do in this lesson:

· learn some more about formal language

· write a report.

You will develop the following skills as you write:

· using formal language

· writing your own report.
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Writing a report is easy
if you do it in a step-by-step manner.

Report writing rules

Remember that in lesson 7A, you learned these rules about report writing.

1. Reports are written in sections.

2. Each section has a heading.

3. Reports should contain facts.

4. Reports should contain recommendations.

5. Reports must be written in a formal or business-like way.

In this lesson you’re going to write your own report.

Before you do this, you will do some more work on using formal language.

More about using formal language

In lesson 7A, you learned that reports must be written in a formal way.  

· Formal means business-like.  
Here is a formal sentence. ‘Many people enjoy playing the piano.’

· Informal means everyday.
Here is an informal sentence. ‘Loads of folk like banging a tune out on the piano.’
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SAQ 3
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Here are some words and phrases. 

In each pair one is formal and one is informal. Put a tick in the column to show which is which.

	
	
	Formal
	Informal

	1
	The sales were rubbish last week.
	
	

	
	The sales were bad last week.
	
	

	
	
	
	

	2
	That DVD was flying out the door.
	
	

	
	That DVD sold very quickly.
	
	

	
	
	
	

	3
	The customer returned a disc for a refund.
	
	

	
	The guy wanted his cash back.
	
	

	
	
	
	

	4
	The lead singer is unbelievably bad.
	
	

	
	The lead singer is very poor.
	
	

	
	
	
	

	5
	My pal’s singing is very cool.
	
	

	
	My friend’s singing is very good.
	
	

	
	
	
	

	6
	Becoming a pop star is difficult. Not many people will succeed.
	
	

	
	Becoming a pop star is dead hard.  Not many will do it.
	
	


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

	Score  ___ out of 6


	Tutor’s comments

	Date
	Tutor’s initials and date


Another way of making your writing formal

You now know what formal writing means.  There is one other way that you make your writing formal.  This is to avoid using shortened words such as ‘can’t’ or ‘don’t’.

· ‘Can’t’ is a shortened word, that means ‘cannot’.

· ‘Don’t’ is a shortened word that means ‘do not’.

Instead of using a shortened word, use the full version.
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 SAQ 4

Here are some shortened words. Write out the full versions.

1. He couldn’t go to the concert.

He _________________ go to the concert.


2. I’ve got two tickets.

__________ got two tickets.


3. Everyone likes music, as it’s very relaxing.

Everyone likes music, as _________ very relaxing.


4. He hadn’t called me by 10 o’ clock.

He ______________ called me by 10 o’ clock.

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

	Score  ___ out of 4


	Tutor’s comments

	Date
	Tutor’s initials and date


TA 1
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You’re now going to be asked to write your own report.

This report is for Woodhead High School.  The purpose is to find out what instruments the music department needs to buy.

Here are the facts that should go into your report.

An interview with the head of the music department gave this information:

The school has 9 guitars

The school has 4 trumpets

The school has 8 saxophones

The school has no flutes

The school has 1 set of bagpipes.

A questionnaire found out how many pupils want to play each instrument.
Guitar

12 people
Trumpet

14 people
Saxophone
 5 people
Flute

 3 people
Bagpipes

 1 person

Pupils can’t share instruments.

Write your report.  You might want to look at the report on page 4 to help you.

There is a blank report overleaf. Fill it in by adding the facts that you’ve just read. Try to use formal words as far as you can.  Try to avoid shortened words. Check your spelling and punctuation before submitting your work for marking. You can use a PC instead if you have access to one.
Also, remember that you need to add some recommendations.  Your recommendations should say what musical instruments the school should buy. 

Give it to your teacher/tutor for marking when you’ve finished.

TA 1 (continued)
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Woodhead High School

Report about buying new musical instruments
1. Purpose of this report



2. Number of instruments in the school 







3. Number of people who play each instrument







4. Recommendations
Report prepared by ____________________ Date ____________

Summary of this lesson

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

· You learned more about formal language.

· You learned that shortened words like ‘can’t’ or ‘don’t’ are not formal.

· You learned how to write a report.

	End of lesson 7B.  


LESSON 7C

Introduction to Lesson 7C

Welcome to lesson 7C. Here’s a list of things you’re going to do in this lesson:

· do some more work on preparing a short talk

· prepare a short talk of your own.

You will learn the following skills:

· how to prepare for a talk

· how to talk so everyone can hear you

· knowing what speed to use in your talk.
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In school, college or work, there are lots of times
 when you might be asked to give a talk.

How to prepare a talk

You’ve done work on preparing a talk before.

In lesson 2B, you learned that you need to do these when you’re going to deliver a talk:

· decide on a subject

· create some notes

· get your audience ready

· deliver your talk.

In lesson 2C, you learned about the importance of eye contact and body language.

In lesson 3C, you learned about how to say things in the proper order in a talk.

You also learned how to make cue cards in the same lesson.

As you can see, you already know a lot about talking skills.

If you’ve forgotten any of these things, you can look back to these lessons to revise.
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You know a lot about 
talking skills already.

Check back to some of 
the earlier lessons if you’ve forgotten some things.
Make yourself heard

There’s no point in talking if no-one can hear you.  There’s one simple rule that you need to remember:

· Talk loud enough so that the person furthest away can hear you.
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If the television is quiet, you turn it up,
so that you can hear it.  Try to remember 
to ‘turn up your volume’ so that everyone can hear you.
Talking at the right speed

In your talk, you must talk at the right speed.

· If you talk too slowly, people will get bored.

· If you talk too quickly, people will miss important information. (And your talk will pass too quickly!)

Try to speak at a medium speed.  Some speakers do it like this:

· they speak at a medium speed most of the time

· they speak slowly to stress a point.

If you’re not sure, just aim for a medium speed all of the time.
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Train yourself to talk at the correct speed.
If you talk too slowly, people get bored.
If you talk too fast, you arrive at the end too quickly.  

 
SAQ 5
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Before you start preparing your talk, you should answer these questions. They help to remind you what you should do in a talk.

1. What is good eye contact?
	a.
	It’s being able to talk without looking at anyone.
	(

	b.
	It’s being able to talk and look at the audience.
	(


2. What is good body language?
	a.
	It’s smiling and looking interested.
	(

	b.
	It’s being able to look good all of the time.
	(


3. Why should you prepare notes for a presentation?
	a.
	Notes help you to remember what to say.
	(

	b.
	They are nice and colourful and entertain the audience.
	(


4. Why is it important to put information in the proper order?
	a.
	So that it makes sense.
	(

	b.
	It makes your notes look tidy.
	(


5. What is the correct volume for a talk?
	a.
	Very loud, so that people in the next room can hear.
	(

	b.
	Loud enough so that everyone can hear.
	(


6. What speed should you speak at?
	a.
	As slowly as possible.
	(

	b.
	Neither too slow nor too fast.
	(


Check your responses with the answers on page 30 when you’ve finished.

	Score  ___ out of 6


	Tutor’s comments

	Date
	Tutor’s initials and date


Preparing a talk about your report

In school or college, you might be asked to deliver a talk.  Many students choose to talk about their essay or their report.

In work, you might be asked to deliver a presentation on a report that you wrote.

So, what do you do? Well, it’s just the same as any other talk, really.

The main stages are:

· prepare your notes

· deliver your talk.

You should use cue cards to help you remember what to say.

Activity 1

Overleaf you will see some cue cards. Prepare some notes for a presentation about your report.  You wrote the report in lesson 7B.

Remember that you learned how to prepare cue cards in lesson 3C.  Look at that lesson again if you’ve forgotten what to do.

Prepare your talk, then see your teacher/tutor. You can arrange with him/her to deliver your talk.

Meanwhile: practise your delivery!

	Introduction

· State your name

· Explain what your talk is about

· Explain why you wrote the report



	

	Existing number of instruments in the school

· 


	Number of people who play instruments

· 

	

	Recommendations

· Ask for questions


Summary of this lesson

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

· You learned more about preparing a presentation.

· You learned about talking at the correct volume.

· You learned about talking at the correct speed.

· You learned how to prepare a presentation based on your report.

	End of lesson 7C. 


SAQ ANSWERS



1. What was the purpose of this report?
To say how many CDs, DVDs and Videos were sold last month.

2. How many CDs were sold last month?
878


3. How many videos were sold last month?
412


4. What was the best selling DVD last month?
The Matrix.

5. What item had the lowest sales last month?
Videos had the lowest number of sales.


6. Look at section 4 (Recommendations). Why did the writer say: ‘We must sell more DVDs and videos’?
Because these things had the worst sales.


7. Was the graph useful? Explain your answer.
Yes, it was useful. It lets you see quickly what the sales of each item were.


8. Would the manager find this report useful? Explain your answer.
Give yourself a mark for an answer like any one of these:


· Yes, because it shows what the sales were.

· Yes, because it recommends what to do next.

· Yes, because it shows the difference in sales between different items.


1. What was the purpose of this questionnaire?
	a.
	To show that the flute is not a popular instrument.
	(

	b.
	To show how many people play different musical instruments.
	(

	c.
	To show that some people need to practise playing more often.
	(


2. Out of 100 people, how many people play a musical instrument?
40.

3. What is the most popular musical instrument played?
Trumpet.


4. What is the least popular instrument played?
Flute.


5. How many people have been playing an instrument for four years or more?
6 people.

6. How many people play their instruments daily?
18 people.


7. How many people play their instruments once a week?
8 people.

8. Would the head of the music department at school find this questionnaire interesting? Explain your answer.
Give yourself a mark for providing an answer similar to this:

· The head of the music department would find this report useful. It would help him or her to decide what instruments the school needs.

· The head of the music department would find this report useful. It would show him or her how many people are interested in playing musical instruments.


	
	
	Formal
	Informal

	1
	The sales were rubbish last week.
	
	(

	
	The sales were bad last week.
	(
	

	
	
	
	

	2
	That DVD was flying out the door.
	
	(

	
	That DVD sold very quickly.
	(
	

	
	
	
	

	3
	The customer returned a disc for a refund.
	(
	

	
	The guy wanted his cash back.
	
	(

	
	
	
	

	4
	The lead singer is unbelievably bad.
	
	(

	
	The lead singer is very poor.
	(
	

	
	
	
	

	5
	My pal’s singing is very cool.
	
	(

	
	My friend’s singing is very good.
	(
	

	
	
	
	

	6
	Becoming a pop star is difficult. Not many people will succeed.
	(
	

	
	Becoming a pop star is dead hard.  Not many will do it.
	
	(



1. He couldn’t go to the concert.
He could not go to the concert.


2. I’ve got two tickets.
I have got two tickets.


3. Everyone likes music, as it’s very relaxing.
Everyone likes music, as it is very relaxing.


4. He hadn’t called me by 10 o’ clock.
He had not returned called me by 10 o’ clock.


1. What is good eye contact?

	a.
	It’s being able to talk without looking at anyone.
	(

	b.
	It’s being able to talk and look at the audience.
	(


2. What is good body language?

	a.
	It’s smiling and looking interested.
	(

	b.
	It’s being able to look good all of the time.
	(


3. Why should you prepare notes for a presentation?

	a.
	Notes help you to remember what to say.
	(

	b.
	They are nice and colourful and entertain the audience.
	(


4. Why is it important to put information in the proper order?

	a.
	So that it makes sense.
	(

	b.
	It makes your notes look tidy.
	(


5. What is the correct volume for a talk?

	a.
	Very loud, so that people in the next room can hear.
	(

	b.
	Loud enough so that everyone can hear.
	(


6. What speed should you speak at?

	a.
	As slowly as possible.
	(

	b.
	Neither too slow nor too fast.
	(
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SAQ 2 Answers 





SAQ 1 Answers 

















Questionnaire Results





Do you play a musical instrument?�40 people out of 100 said yes.�


Which musical instrument do you play?�


Guitar�
12 people�
�
Trumpet�
14 people�
�
Saxophone�
05 people�
�
Flute�
03 people�
�
Bagpipes�
06 people�
�



How long have you been playing a musical instrument?�


Less then 6 months�
04 people�
�
6 months to 1 year�
10 people�
�
1 year to 2 years�
22 people�
�
2 years to 4 years�
08 people�
�
4 years or more�
06 people�
�
�


How often do you play your instrument?�


Daily�
18 people�
�
Several times a week�
19 people�
�
Once a week�
8 people�
�
Less than once a week�
5 people�
�
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SAQ 5 Answers 





SAQ 3 Answers 
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SAQ 4 Answers 
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