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PART 1

What this unit is about

This core skills unit helps you to:

· understand written communications
· produce written communication such as letters, essays, or newspaper articles
· take part in discussions and deliver talks.
Outcomes 

1.
Respond to simple written communication.

2.
Produce simple written communication.

3.
Produce and respond to simple oral communication

Why study communication?

There are many reasons for studying communication.
· In schools and colleges, good communication skills help you with your studies.  

· In social situations, good communication skills help you to express yourself to people.

· Good communication skills are highly valued by employers.
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Good communication skills

are really useful in school,

college and work.

PART 2
Introduction to this study pack
Welcome to this study pack.  You are studying Communication at Access 3 level.

Introduction to the study sections

This package contains 9 booklets (called study sections).  There is one introductory guide (this is the one that you’re reading now). There are also eight other study sections.

These eight study sections each contain three separate lessons.  Each of these lessons is a complete ‘chunk’ of material that you work through at your own pace. Each lesson will take you approximately an hour to complete. Some people will take less time and some people will take more time.

Each study section contains 3 separate lessons.  They are indicated by the letters A, B and C.

So Study Section 1 contains these three lessons:

· lesson 1A
· lesson 1B
· lesson 1C.

And Study Section 2 contains these three lessons:

· lesson 2A
· lesson 2B
· lesson 2C.
And so on. Remember that there are eight study sections altogether.

How to use the study sections

Using the study sections is very easy.

· Your teacher or tutor gives you Study Section 1.

· You open the study section at the first lesson.

· You do some reading.

· You do some activities, answer some questions, and do some work for your teacher or tutor.

· When you finish lesson 1A, you start the lesson 1B.

· Once you’ve completed Study Section 1 (lessons 1A, 1B and 1C), you move onto the Study Section 2 and start lesson 2A.

· And on you go!

As you can see, each study section contains a mixture of activities, questions and work for your tutor.  
What is an Activity?

An activity asks you to do something such as read an article or write a letter. Most activities have feedback on the next page.

What is a Self-assessed Question (SAQ)?
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When you see this symbol, you should answer the questions, and then check your answers with those given in the study section.  This is why they’re called self-assessed questions.

What is a Tutor Assessment (TA)?

[image: image3.wmf]These are questions that you answer then submit to your teacher or tutor for marking.

PART 3

How you will be assessed

Assessments are normally done in class. Your teacher or tutor will explain the details of the assessments to you.

When and where you will be assessed

Your teacher or tutor will tell you when you are to be assessed.  Usually you will do the assessments after you’ve completed all of the study sections.

What you have to achieve

You need to pass three assessments. They cover the following skills:

1. reading skills
2. writing skills
3. talking skills.
Opportunities for reassessment

Your teacher or tutor will explain the reassessment procedure in your school or college.

Don’t worry about assessments. You’ll do them when you’re ready.

The study sections help you to build up your skills for the assessments.

Activity 1

This is a practice activity. Remember that an activity asks you to do something.

In this activity, I would like you to think about your reading, writing and talking skills.

Read each statement.  Think about what how you feel about this thing, and then put a tick in the corresponding column.



	Statement
	Agree strongly
	Agree
	Disagree
	Disagree
strongly

	I am good at writing.
	
	
	
	

	I like writing.


	
	
	
	

	I am good at punctuation and spelling.
	
	
	
	

	I am good at reading.


	
	
	
	

	I like reading.


	
	
	
	

	I am good at talking.


	
	
	
	

	I like talking to other people.
	
	
	
	


Activity 1 Feedback

Most activities have feedback. This is the feedback from Activity 1.

You were asked to think about how you felt about reading, writing and talking.

You should have put a tick in each column to show how you feel about each statement. 

Everyone’s answers will be different. It doesn’t matter if your classmates ticked different columns.  The important thing is that you thought about your strengths and your weaknesses in communication.

Keep this information safe. You will use it again in the practice TA at the end of this introductory guide.

	Statement
	Agree strongly
	Agree
	Disagree
	Disagree
strongly

	I am good at writing.
	(

	
	
	

	I like writing.


	
	(
	
	

	I am good at punctuation and spelling.
	
	
	(
	

	I am good at reading.


	
	(
	
	

	I like reading.


	
	
	
	(

	I am good at talking.


	
	(
	
	

	I like talking to other people.
	
	
	(
	


Your completed table should look something like this.
Your ticks may be in different boxes.

PART 4

Other resources required

Using a dictionary is a good idea.  You might be allowed to do some of your work on a PC if you have access to one.

PART 5

If you’re not studying this unit as an open learner (or a distance learner) you do not need to read this section.

When you enrol for this unit you’ll be given details of your tutor and contact information, e.g. the day, time, telephone/e-mail number where you can make contact.

For easy reference, this information should be recorded on the teacher/tutor details form below.

Your teacher/tutor will keep you informed as to if and when you’ll need to come into the centre.

Teacher/tutor details form

	Teacher’s/tutor’s name


	

	Address (for correspondence and assignments)
	

	Telephone number


	

	E-mail address


	

	Attendance requirement


	

	Times available for contact


	


Remember – your tutor is your main support throughout your course, so if you have any problems, don’t hesitate to get in touch.

PART 6

· Each study section has 3 lessons.

· Each lesson has some combination of Activities, SAQs and TAs.

· Each lesson takes about an hour. It’s quite normal to take more time. It’s quite normal to take less time.

· After working through all study sections you’re ready to do the assessments.

· You keep in touch with your teacher/tutor regularly.

PART 7

SAQ 1
Here is a practice Self-Assessed Question (SAQ).

Answer these questions. Circle the letter next to the answer that you think is correct. The answers are on page 13. Mark your own questions when you’ve answered them all.

1. What is a study section?

a. A booklet like this one.

b. A small newspaper.

2. How many lessons are in each study section?

a. Five.

b. Three.

3. Roughly, how long does each lesson take to complete?

a. Two weeks.

b. One hour.

4. What is a SAQ?

a. It is a Self-Assessed Question. This is one that you mark yourself.

b. It is a Tutor Assessment. This is one that you give to your teacher or tutor for marking.

More questions overleaf.

5. What is a TA?

a. It is a Self-Assessed Question. This is one that you mark yourself.

b. It is a Tutor Assessment. This is one that you give to your teacher or tutor for marking.

6. What is the unit called that you are studying?

a. English Access 2.

b. Communication Access 3.

7. How many assessments are there in the unit?

a. Three.

b. Four.

8. Might you be allowed to use a PC (if one is available)?

a. No.

b. Yes.



	Score  ___ out of 8
	Teacher’s/Tutor’s comments

	Date
	Tutor’s initials
	Date


TA 1


This is a practice TA. Remember that a TA is a teacher-assessed or tutor-assessed activity.  You do the activity and then send it to your teacher or tutor for comments.

In this TA, you should complete this form. It will only take you a couple of minutes to complete it.  Start off by completing the details at the top.

Next, say a little bit about how you feel about the communication unit. Are you looking forward to it? Why?  Do you have any concerns about doing it? What are they? You will find that your answers to Activity 1 on page 5 will help you. 


	Memo

	Teacher’s or tutor’s name:
	

	Your name:
	

	Date:
	

	I have started work on Communication Access 3.  I have completed the introductory guide.  I am ready to move onto Study Section 1.

This is how I feel about doing this unit.





Give the form to your teacher or tutor once you’ve completed it.

SAQ ANSWERS

These are the answers to the SAQ on page 10.

1. What is a study section?

a. A booklet like this one. (
b. A small newspaper.


2. How many lessons are in each study section?

a. Five.

b. Three. (


3. Roughly, how long does each lesson take to complete?

a. Two weeks.
b. One hour. (


4. What is a SAQ?

a. It is a Self-Assessed Question. This is one that you mark yourself. (
b. It is a Tutor Assessment. This is one that you give to your teacher or tutor for marking.
5. What is a TA?

a. It is a Self-Assessed Question. This is one that you mark yourself.
b. It is a Tutor Assessment. This is one that you give to your teacher or tutor for marking. (


6. What is the unit called that you are studying?

a. English Access 2.
b. Communication Access 3. (


7. How many assessments are there in the unit?

a. Three. (
b. Four.


8. Might you be allowed to use a PC (if one is available)?

a. No.
b. Yes. (
Place a tick in one of the four columns here, depending on how you feel. 





The first statement says, ‘I am good at writing.’ 





This space is for your teacher or 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 meantime. 





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





Say what you feel here.





Your teacher’s or tutor’s name, your name and the date go here. 
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