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INTRODUCTION
Welcome to this study section.  You are studying Communication at Intermediate 1 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 health and safety. The three lessons are:

· Ergonomics and using PCs
· Health and safety in the workplace

· Health and safety in the home.

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.

[image: image3.png]


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.  

[image: image4.wmf] 

Tutor Assessment (TA)
These are activities or questions that you answer then submit to your teacher or tutor for marking.

LESSON 6A
Welcome to lesson 6A.  In this lesson, we’re going to be looking at ergonomics and using PCs. As you work through this lesson, you’ll be developing the following skills: 

· writing skills: using apostrophes 

· talking skills: sequencing your talk. 

[image: image5.wmf]Ergonomics is a word that means the study of the relationship between workers and their environment.

When using a computer, ergonomics means things such as adjusting the seat to a level that suits you, using the keyboard correctly (and not straining your wrists or fingers), having a clear and tidy space to work in, and so on.

Writing skills: using apostrophes

The apostrophe is one of those punctuation marks that people seem to have a lot of trouble with.

There are three apostrophes below. They’re the punctuation marks that are inserted inside certain words.
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Apostrophes have two main purposes:

· To show that a letter is missing from a word (for example: can’t or it’s)

· To show that something belongs to someone (for example: Mary’s disk).

Using apostrophes in shortened words

When you write a word that is shortened, you insert an apostrophe to show where the missing letter or letters were.

Below are some common examples. In this table, the bold words in the sentences can be replaced by the shortened word in the right-hand column.

	Sentence with full words
	Shortened words

	You are not permitted to unplug the mouse.
	aren’t

	David cannot use an ordinary mouse.
	can’t

	Michael could not get a comfortable chair.
	couldn’t

	Do not use PCs for hours without a break.
	Don’t

	He is unsure what size of monitor to buy.
	He’s

	She has developed a sore back through sitting too long.
	She’s

	I will call the technicians to get it repaired.
	I’ll

	It is not safe to pull out the cables when it’s plugged in.
	isn’t

	I have adjusted the height of my chair to suit me.
	I’ve

	It is easy to set the monitor controls.
	It’s

	It has been uncomfortable using the flickering monitor.
	It’s

	I should not have used it.
	shouldn’t

	They would have repaired it but the part was out of stock.
	They’d

	They are ordering parts in for it.
	They’re

	We would like to get better computer tables
	We’d

	We had better get more adjustable chairs.
	We’d

	We are teaching people how to use PCs safely.
	We’re

	We would have bought new PCs if we had the money.  
	would’ve

	You would like the new mouse – it’s so smooth.
	You’d

	You had been given a chance to use a new keyboard.
	You’d

	You will be more comfortable if you adjust your seat.
	You’ll

	You are strongly advised to read the warning posters.
	You’re

	You have a duty to yourself and others to use PCs safely.
	You’ve


Notice that some words when they’re shortened look like others. These are:

· We’d 
This can mean we would or we had.
· You’d
This can mean you would or you had.
· He’s

This can mean he is or he has.
· She’s
This can mean she is or she has.
· It’s

This can mean it is or it has.

It’s important to remember that these words can have two meanings.
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SAQ 1

Change the highlighted words in the following sentences and add the shortened form of the word.  

1. I have developed a sore wrist because I do not type properly.


developed a sore wrist because I 
 type properly.
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2. She has bought a larger monitor because her eyesight is not perfect.


 bought a larger monitor because her eyesight 
 perfect.
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3. You are not using the wrist rest! It is there for your protection.
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 not using the wrist rest! 
 there for your protection.

4. He is using the keyboard shortcuts. They are meant to save time.

[image: image14.wmf][image: image15.wmf]
 using the keyboard shortcuts.  
 meant to save time.

5. That computer cannot access the web and you are better using this one.
[image: image16.wmf]That computer 
 access the web and  
 better using this one.

6. You should not eat or drink near a PC. I cannot stress this enough.
You 
 eat or drink near a PC. I 
 stress this enough.


7. I could not insert a floppy and so we are not able to see my report.  

I 
 insert a floppy and so 
 not able to see my report.  


8. You are not able to see the full screen if you are sitting too close to it.
You 
 able to see the full screen if  
 sitting too close to it.

After you’ve finished, check your answers with those on page 32.
	Score   ___ out of 16

Date completed       /     /


	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials





SAQ 2

This is like SAQ 1 in reverse. This time, look at the shortened words and write down their full versions.

1. He’s eating at the PC and he’s already dropped crumbs on the keyboard.

 eating at the PC and 

 already dropped crumbs on the keyboard.

2. You’re going to trip over those cables. They’re not safe like that.

 going to trip over those cables. 

 not safe like that.


3. You’re able to adjust the seats yourself. It’s worth getting the height right.

 able to adjust the seats yourself.  
 worth getting the height right.

4. You must’ve pulled the plug out. The mouse isn’t broken.

You 

 pulled the plug out. The mouse  

 broken.


5. It’s easy to use this keyboard. It’s got larger letters on the keys.

 easy to use this keyboard. 
  got larger letters on the keys.

6. We’d like to build our own PCs.  They’d be more reliable.

 like to build our own PCs.  
 be more reliable


7. Don’t forget to use the scroll button. She’ll show you how to use it.

 forget to use the scroll button.  
 show you how to use it.

8. He’d repaired the PC, but it wasn’t working again this morning.

 repaired the PC, but it  
 working again this morning.


After you’ve finished, check your answers with those on page 32.

	Score   ___ out of 16
Date completed       /     /


	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Talking skills: sequencing your talk

When you talk about something, you need to think of the order to follow when you give out the information. 

For example, in a talk about growing your own vegetables, you would explain how to plant potatoes before you’d explain how to harvest them.

We call this sequencing in communication.  It simply means you must present the information in the correct sequence.

When you talk, you probably have a lot of things to say.  If you just say them in any order then your listeners might get confused.  Instead, you should try to arrange the parts of your talk so that the audience can understand what you mean.

You did a lot of work on preparing a talk in lesson 3B. You might want to have another look at that lesson if you can’t remember how to prepare a talk.

Activity 1
On the next page you will see a student’s talk.  Unfortunately, he has got it all out of sequence.  

His talk is about using computers safely. He wanted to discuss the points in the following order:

· introduction

· computer table and seating

· using the mouse and keyboard

· using the monitor

· cables

· rest periods

· conclusion.  

Put the parts of the talk into this order. To do this, simply fill in the letters on page 10.
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A talk is made up of different parts. Each part must be placed in the talk in the right order so that the audience get the ‘whole picture’.
Activity 1 (continued)

Activity 1 (continued)
The first part of the talk is in speech balloon _________________.

The second part of the talk is in speech balloon ______________.

The third part of the talk is in speech balloon ________________.

The fourth part of the talk is in speech balloon _______________.

The fifth part of the talk is in speech balloon _________________.

The sixth part of the talk is in speech balloon ________________.

The seventh part of the talk is in speech balloon _____________.

Activity 1 - Feedback








Summary of this lesson
In this lesson, you’ve learned:

· how to use apostrophes in shortened words
· how to put things in the right order in a talk.

	End of lesson 6A.  


LESSON 6B
Welcome to this lesson, which looks at health and safety in the workplace.

As you work through this lesson, you will develop these skills:

· reading skills: reading formal texts

· writing skills: using apostrophes to show ownership 

· writing skills: writing in a formal way

Reading skills: reading formal texts
You might see the words formal and informal used to describe different types of writing.

Formal writing is writing which:

· uses full sentences

· does not use slang or ‘everyday’, conversational language (e.g. uses a word like ‘customer’ rather than a word like ‘punter’)

· does not use shortened words like ‘wouldn’t’ or ‘can’t’
· follows agreed standards and ways of doing things (such as starting a letter with ‘Dear Sir’ and closing it with ‘Yours faithfully’)

· is usually used in business correspondence and serious newspaper reports.

Informal writing is writing which:

· may not necessarily use full sentences

· may use slang or everyday language

· may not follow agreed standards (e.g. a letter might begin with ‘Hiya Hayley’ instead of ‘Dear Hayley’)

· is often used in communications to friends, such as e-mails.




SAQ 3

Read the written communication below and then answer the questions that follow.

Memorandum


To:  

Mr Smith, Manager

From: 

Bob Lees, Health and Safety Officer

Date:

30 Sept 2003

Subject: 
Hazardous Substances

Four of the employees have reported skin problems since the introduction of the new chemicals in the production process.  I have checked the label of the product and it does not list skin irritation as a problem.  Despite this, I am sure that this chemical must be the cause, because these staff members have never had any problems like this before.

I have spoken to the production manager and he has refused to stop using this new chemical. As an employer, I am sure that you are aware of your duties under the Health and Safety laws. I am now writing to you to demand that we stop using this chemical until further tests are carried out.  We can return to the older chemical until these tests are complete.

SAQ 3 (continued)
1.
Is this a formal communication or an informal communication?

2.
Give one quotation from the text to prove your answer to question 1. Explain how that quotation proves your answer.

3.
Bob Lees wrote the memo. Do you think he feels strongly about the matter being discussed? Or do you think he doesn’t feel strongly about it?

4.
Give one quotation from the text to prove your answer to question 3. Explain how this quotation proves your answer.

Check your answers with those on p.33.

	Score   ___ out of 4

Date completed       /     /


	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Writing skills: using apostrophes to show ownership

In lesson 6A, we looked at using apostrophes to show that a letter is missing in a word.  Examples included words such as:

· can’t (in place of cannot)

· wouldn’t (in place of would not)

· he’s (in place of he is or he has)

· haven’t (in place of have not).
There are many more words like these and, in each case, the apostrophe shows that a letter is missing.  

Writing with apostrophes to show ownership

The other occasion when you’d use an apostrophe is when you want to show that something belongs to some person or some place or some thing.

For example, the apostrophe in each of these words indicates the association between one thing and another.

· Fred’s car is old. (The car belongs to Fred.)

· The town’s bus service is cheap. (The bus service ‘belongs’ to the town.)

· In one month’s time. (The time that is part of the month.)

How to use apostrophes to show ownership

The rule for using apostrophes like this is very simple.  When you want to say something belongs to someone or something, you simply add these two characters:

’s (apostrophe and small or lower-case s).

Here is an example.

· Martin’s new mouse is optical.  

This sentence tells us that the new mouse belonging to Martin is optical.  




SAQ 4

It’s really easy to use an apostrophe to show the association between one thing and another.

Change the first phrase in the list below, so that you’re using an apostrophe to show ownership.  For example:

· The monitor of Brenda = Brenda’s monitor

· The accident that Fred had = Fred’s accident.
	1.
	The hard hat belonging to Maggie
	

	2.
	The overalls of the apprentice
	

	3.
	The safety glasses of Neil
	

	4.
	The head of the hammer
	

	5.
	The hammer of the foreman
	

	6.
	The roar of the furnace
	

	7.
	The pages of the accident book
	

	8.
	The cause of the incident
	

	9.
	The job of Thursday
	

	10.
	The usage instructions of the paint
	



It’s much easier to say ‘Brenda’s monitor’
than to say ‘The monitor belonging to Brenda’.

Check your answers with those on page 33.
	Score   ___ out of 10

Date completed       /     /
	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Plural words and apostrophes

A plural word is a word that shows that there are two or more of something.  Here are some examples:

· men (the plural of man)

· children (the plural of child)

· people (the plural of person)

· accidents (the plural of accident)

· careless employees (the plural of careless employee)

· safety gloves (the plural of safety glove).
When you want to use an apostrophe with a plural word, the rule that we talked about earlier still stands.  Remember that the rule to show ownership is that we add the following: ’s
Here is an example:

· The health and safety of the men – the men’s health and safety

· The care and protection of children – the children’s care and protection.

As you can see – we’ve just added ’s to the words men and children.

However, with the other plural words, you get an unusual thing when you add ’s.  Here are some examples:

· The palms of the safety gloves – the safety gloves’s palms

· The breakages of the careless employees – the careless employees’s breakages

These examples give us funny words – gloves’s, employees’s.  Because of this, there is another part of the apostrophe and ownership rule.

Here is the full version of the rule:

The rule to show ownership is that we add: ’s.  If this results in the word ending with s’s then you normally throw away the second s leaving you with this on the end of the word: s’




SAQ 5

Here are some more apostrophe exercises.  Score out the word in the right-hand column so that the sentence correctly shows who owns what. The first one has been done for you as an example.

	· The girls’ safety glasses were broken.
	· The safety glasses of the girl/girls were broken

	1. The men’s report said the substance was safe.
	The report of the men/man said the substance was safe.

	2. The paint’s smell was strong.
	The smell of the paints/paint was strong.

	3. The loads’ total weight was 100 kg.
	The total weight of the load/loads was 100 kg.

	4. The furnaces’ flames were hot.
	The flames of the furnace/furnaces were hot.

	5. The woman’s accident was serious.
	The accident of the women/woman was serious.

	6. The children’s safety was at risk.
	The safety of the child/children was at risk.

	7. The accident’s cause was carelessness.
	The cause of the accident/accidents was carelessness.

	8. The boy’s fall was caused by oil on the floor.
	The fall of the boy/boys was caused by oil on the floor.

	9. The boys’ knowledge of health and safety was poor.
	The knowledge of health and safety of the boy/boys was poor.

	10. The people’s diets are affected by water quality.
	The diets of the person/people are affected by water quality.


Check your answers with those on p. 34.

	Score   ___ out of 10

Date completed       /     /


	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Writing skills: writing in a formal way
You know how to write formally (we looked at formal writing on page 14). To remind you, here’s what was said about formal writing again.

Formal writing is writing which:

· uses full sentences

· does not use slang or ‘everyday’, conversational language (e.g. uses a word like ‘customer’ rather than a word like ‘punter’)

· does not use shortened words like ‘wouldn’t or ‘can’t’
· follows agreed standards and ways of doing things (such as starting a letter with ‘Dear Sir’ and closing it with ‘Yours faithfully’)

· is usually used in business correspondence and serious newspaper reports.

It’s now your turn to practise formal writing. 




TA 1
Write a memo in reply to the memo that Bob Lees wrote (see page 14).  Pretend that you are the manager of the company.  In your memo, you should explain all of the following points.
· You’ve phoned the manufacturer and they say that this chemical is 100 percent safe and that no other company has had any problem with it.

· Purely as a precaution, you have ordered protective gloves for all employees.
· You have also ordered new hand-wash cream and skin-care lotions.
· You want to carry on using this new chemical.
· You are sure that it’s just coincidence that four workers have suffered skin problems.

Remember that you are writing a formal memo. Try to write the memo in a formal but pleasant way.

Make sure that you cover all of the points outlined and add any other words that you need to complete the memo.

Once you’ve finished, give it to your teacher/tutor in the usual way.

Summary of this lesson
In this lesson, you learned:

· what formal writing is

· what informal writing is

· how to use apostrophes to show ownership.
	End of lesson 6B


LESSON 6C

In this lesson, we’re going to look at health and safety in the home.

As you work through the lesson, you’re going to develop the following communication skills:

· writing skills: having a purpose in your writing

· talking skills: choosing the level of formality

· reading skills: working out someone’s attitude.

Writing skills: having a purpose in your writing
When you write something, you usually have a purpose.   The word ‘purpose’ just refers to your reason for writing.  A purpose can be anything like these:

· to explain something

· to voice an opinion

· to publicise something

· to give information

· to persuade someone of something

· to complain about something.

I hope that all of this sounds familiar to you – we looked at purpose in communication in lesson 4A and lesson 4B.   You might want to look back at those lessons now if you’re not sure about the meaning of purpose.

Writing a letter
Soon you’re going to write a letter. In case you’ve forgotten where everything goes, here’s a reminder of what to put where.Don’t try to read the letter. Just look at its layout.




TA 2
You have had an accident in your home recently.  You were painting the ceiling when the ladder slipped and you fell to the floor.

You broke a leg, and are now in plaster. You’re going to be off work for at least six weeks.  You also hurt your back, and are having difficulty sleeping because of the back pain.

As well as breaking your leg, you spilt paint over your carpet. You asked a specialist carpet cleaning company to give you a quotation for cleaning it.  Their quotation was £300 – but they also said that it was not guaranteed to shift this kind of staining. This was a new carpet which had only been down for six months.

Fortunately you have an insurance policy with Glasgow Insurance Company which covers you for personal injury and for damage to your property.  

Write a letter to the insurance company explaining what happened and telling the insurance company that you want to make a claim.

Remember that your purpose in writing this letter is to explain what happened.

[image: image2.wmf]
Give the letter to your teacher/tutor for checking, when you’ve finished.

Talking skills: choosing the level of informality
We talked about formal and informal writing in lesson 6B.  Now we’re going to look at formal and informal talking skills.

Activity 2
In formal talking, you should avoid using slang words or ‘everyday’ words (these are also called ‘colloquial’ words).

You should also try to speak in full sentences.

Read the words spoken by these speakers. After reading them, decide which of the speakers are using formal language (no everyday words) and which are using informal language (with everyday words).


	
	
	
	


Activity 2 - Feedback

Speakers A and D were using formal words.

Each sentence was a full sentence, and used ‘proper’ words.

Examples include:

· ‘It is important that we devise a plan…’

· ‘… in accordance with the manufacturer’s instructions.’

Speakers B and C were using informal words.

Each speaker used some colloquial words (everyday words) and they did  not use full sentences.

Examples include:

· ‘the kids’

· ‘I mean, fancy leaving them on the stairs!’

· ‘fry my brain’

· ‘So many scare stories’.
Here is some more information about formal and informal talking.

	Formal talking
	Informal talking

	Words are put together in proper sentences.
	Explanations can be given in any way the talker likes.

	Doesn’t use slang or everyday ‘chatty’ language.
	Slang or everyday words are acceptable.

	Follows certain conventions (this means that it is done in a given way).  For example, in a presentation, you stand at the front of the audience.
	Certain conventions may not be followed (e.g. in a meeting, the speakers might not speak ‘through the chairperson’.)

	Is a form of talking that is often used in business, school or college.
	Is often used in social situations. Can also be used in more relaxed work situations.


Reading skills: working out someone’s attitude

In lesson 3A, you did some work on how to work out a writer’s attitude. Here is some more information about that
· Look at the words used
Some words are stronger than others. For example: ‘I’m terrified of fire’ is stronger than ‘I’m worried about fire’.

· Look at the adjectives used
Adjectives are ‘describing’ words.  Writers use describing words to give you more information about something. For example:

I was surprised by the horrible, dirty mess that was left by the fire brigade.
In this example, the adjectives ‘horrible’ and ‘dirty’ describe the mess – they tell us how bad the writer thought the mess was.

· Look to see if the writer uses bold or italic characters
Writers sometimes emphasise words by using bold or italic effects.  This makes the words stand out and shows that the writer feels they are important words. For example:


Chip-pan fires are common. They can also kill. It is important that you know how to deal with a chip-pan fire in your house if one occurs.

· Look at the tone the writer uses
The word ‘tone’ refers to the mood or atmosphere of a piece of writing.  The tone can be:
–
happy or sad

–
funny or serious

–
thoughtful or entertaining, etc.

For example, the tone of this sentence is funny:


Tripping down the stairs? Well it’s one way of getting a week off work!

The tone of this sentence is serious:


Tripping down the stairs can be serious. As a result of such accidents many people are off work for long periods of time and some even die.



SAQ 6

Read this communication and think about what the writer’s attitude is.  It’s a letter written by someone who’s been involved in a house fire.  After reading it, answer the questions on the next page.

	43 Parkwook Avenue

Larbert

FK5 11N

12 March 2004

Dear Julie

Sorry that I haven’t written recently, but I’ve had a house fire.  Don’t worry, no-one’s hurt, and there wasn’t too much damage.  We’d left the fireguard off the fire and a burning piece of coal set fire to the hearth-rug.

We discovered it quickly.  We got out fast and then phoned the fire brigade.  They arrived in just a few minutes, and were able to extinguish the blaze before it spread.

It was the worst day of my life.  I just cried for hours when I saw how much mess was left behind.  The walls were the most disgusting shade of brown that you can imagine.  All of the furniture in the living room was ruined.

What annoys me most is that it was my complete stupidity that caused it.  Because it was cold I took the fireguard off to let more heat out.  It could so easily have got out of control.  The Chief Fireman told me that a fire can take hold in a matter of minutes.  He also stressed to me how many people die in fires each year.

The insurance company has paid up already.  However, the money doesn’t make me worry any less about the fire.

I’ll write again soon, as soon as I’m in a more relaxed mood.

Love

Janet.


1.
The writer says ‘it was the worst day of my life’.  What does this say about her attitude to the fire in her home?

	a.
	She feels it was a bad day, but not as bad as some.
	

	
	
	

	b.
	These words prove that she thought the fire was terrible.
	

	
	
	

	c.
	These words show us that she has had a hard life.
	


2.
The writer says ‘it was my complete stupidity that caused it’.  What does this tell us about her attitude to the cause of the fire?

	a.
	It shows that she was really annoyed with herself.
	

	
	
	

	b.
	It shows that she was quite annoyed with herself.
	

	
	
	

	c.
	It shows that she wasn’t annoyed with anyone.
	


3.
What tone does the writer use in her letter?

	a.
	She uses a comical tone.
	

	
	
	

	b.
	She uses a serious tone.
	

	
	
	

	c.
	She uses a happy tone.
	


4.
What does this tone say about her attitude to the fire?

	a.
	Her tone shows that she sees the fire as a serious issue.
	

	
	
	

	b.
	Her tone shows that she wasn’t too concerned by the fire.
	

	
	
	

	c.
	Her tone shows that she feels the fire is quite funny.
	


Check your answers with those on p.35.

	Score   ___ out of 4
Date completed       /     /     
	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Summary of this lesson

In this lesson, you have learned:

· How to meet your purpose of writing.

· The differences between formal and informal talking.

· How to work out a writer’s attitude or feelings.

	End of lesson 6C


SAQ ANSWERS


1. I’ve developed a sore wrist because I don’t type properly.

2. She’s bought a larger monitor because her eyesight isn’t perfect.

3. You’re not using the wrist rest! It’s there for your protection.

4. He’s using the keyboard shortcuts. They’re meant to save time.

5. That computer can’t access the web and you’re better using this one.

6. You shouldn’t eat or drink near a PC. I can’t stress this enough.

7. I couldn’t insert a floppy and so we’re not able to see my report. 

8. You aren’t able to see the full screen if you’re sitting too close to it.


1. He is eating at the PC and he has already dropped crumbs on the keyboard.


2. You are going to trip over those cables. They are not safe like that.


3. You are able to adjust the seats yourself. It is worth getting the height right.


4. You must have pulled the plug out. The mouse is not broken. 


5. It is easy to use this keyboard. It has got larger letters on the keys.


6. We would like to build our own PCs.  They would be more reliable.
 

7. Do not forget to use the scroll button. She will show you how to use it.


8.
He had repaired the PC, but it was not working again this morning.



Give yourself one mark for each answer that is the same, or similar, to the answers here. If you’re not sure, ask your teacher/tutor.

	1.
	This is a formal communication.


	2.
	There are lots of examples.  You should have given an answer such as one of these:

· It uses full sentences.

· It uses proper words such as ‘staff members’ rather than ‘the workers’.

· It uses the standard memo layout.

· It doesn’t use any shortened words – e.g. it says I have rather than I’ve.


	3.
	He feels strongly about the issue.


	4.
	He says ‘I am writing to you to demand that we stop using this chemical’. The word demand shows he feels strongly.

You might have chosen another quotation. As long as it’s one that proves the writer feels strongly, give yourself the mark.



1. The hard hat belonging to Maggie
Maggie’s hard hat

2. The overalls of the apprentice
The apprentice’s overalls

3. The safety glasses of Neil
Neil’s safety glasses

4. The head of the hammer
The hammer’s head

5. The hammer of the foreman
The foreman’s hammer

6. The roar of the furnace
The furnace’s roar

7. The pages of the accident book
The accident book’s pages

8. The cause of the incident
The incident’s cause

9. The job of Thursday
Thursday’s job

10. The usage instructions of the paint
The paint’s usage instructions


	The girls’ safety glasses were broken.
	The safety glasses of the girl/girls were broken.

	1. The men’s report said the substance was safe.
	The report of the men/man said the substance was safe.

	2. The paint’s smell was strong.
	The smell of the paints/paint was strong.

	3. The loads’ total weight was 100 kg.
	The total weight of the load/loads was 100 kg.

	4. The furnaces’ flames were hot.
	The flames of the furnace/furnaces were hot.

	5. The woman’s accident was serious.
	The accident of the women/woman was serious.

	6. The children’s safety was at risk.
	The safety of the child/children was at risk.

	7. The accident’s cause was carelessness.
	The cause of the accident/accidents was carelessness.

	8. The boy’s slip was caused by oil on the floor.
	The slip of the boy/boys was caused by oil on the floor.

	9. The boys’ knowledge of health and safety was poor.
	The knowledge of health and safety of the boy/boys was poor.

	10. The people’s diets are affected by water quality.
	The diets of the person/people are affected by water quality.



1b
She says it was the ‘worst’ day of her life.  These words prove that she thought the fire was terrible.

2a
The words ‘complete stupidity’ tell us that she was really annoyed with herself.

3b
The writer uses a serious tone.  There are lots of examples which show us that she feels the episode was serious.  For example, she talks about how she is still worrying about it.

4a
Her serious tone shows us that she feels that fire is a very serious issue.













SAQ 5 Answers











Speaker B


If only the kids had put their toys away. I mean fancy leaving them on the stairs! Now I’m stuck here for weeks.








Speaker D


Safety demands that you use electrical devices in accordance with the manufacturer’s instructions.








Speaker A


It is important that we devise a fire escape plan for this household. I intend to do so now.








The greeting is usually ‘Dear So-and-so’ or ‘Dear Sir or Madam’





SAQ 3 Answers





SAQ 1 Answers





SAQ 2 Answers





The body of your letter, broken down into paragraphs.





C   Good morning. Today I am going to talk to you about working safely with computers. There are many computers in schools, colleges and workplaces, and most people have one at home. Despite this, many people don’t know how to use them safely. I will start off by talking about seating and making sure that your work area is clear.














The date goes here (or may appear under the address of the person you’re writing to).





1  If you’re writing to someone whose name you know


2  If you’re writing to Dear Sir or Madam





Close the letter with ‘Yours sincerely’1 or ‘Yours faithfully’2.  Sign your name and print it underneath the signature.





Speaker C


Will this mobile fry my brain? So many scare stories.  Do I really need it? No. I can do without the stupid thing.








The name and address of the person you’re writing to.





Your address goes here.











�





SAQ 6 Answers








G   Next I want to warn you about using the keyboard and mouse.  Try to keep your wrists off the keyboard. If you can’t touch type it’s worth learning to do so.  Choose a mouse with a scroll wheel if possible as this cuts down the amount of hand movement required. 








D   The next thing I will tell you about is being aware of cables.  Each PC has many cables attached to it, and you must make sure that these are tidied away at the back so that no-one can trip on one or pull one out accidentally.





E   I hope that you agree that using PCs can be fun and a useful tool when studying or working. You can now continue to use them to help you without damaging your health. Would anyone like to ask any questions?
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E   I hope that you agree that using PCs can be fun and a useful tool when studying or working. You can now continue to use them to help you without damaging your health. Would anyone like to ask any questions?





F   So far, I’ve concentrated on telling you how to use a PC. Now I want to warn you about using it for too long. It’s important that you take breaks from using a PC at least every two hours.  Try to get up and walk around, have a cup of tea or do some exercises.





SAQ 4 Answers





A   Now I want to talk about monitors.  It’s important that the monitor’s screen is easy to read. There should be no bright lights shining on it.  If it flickers, you should ask for it to be adjusted.  Don’t sit too close to the monitor.





G   Next I want to warn you about using the keyboard and mouse.  Try to keep your wrists off the keyboard. If you can’t touch type it’s worth learning to do so.  Choose a mouse with a scroll wheel if possible as this cuts down the amount of hand movement required. 





D   The next thing I will tell you about is being aware of cables.  Each PC has many cables attached to it, and you must make sure that these are tidied away at the back so that no-one can trip on one or pull one out accidentally.





B   You must make sure that your computer table is not cluttered, and that your seat is comfortable.  Adjust the seat so that your feet are flat on the floor or on the footrest.  Don’t bring any food or drinks over to the computer table.





F   So far, I’ve concentrated on telling you how to use a PC. Now I want to warn you about using it for too long. It’s important that you take breaks from using a PC at least every two hours.  Try to get up and walk around, have a cup of tea or do some exercises.





C   Good morning. Today I am going to talk to you about working safely with computers. There are many computers in schools, colleges and workplaces, and most people have one at home. Despite this, many people don’t know how to use them safely. I will start off by talking about seating and making sure that your work area is clear.





A   Now I want to talk about monitors.  It’s important that the monitor’s screen is easy to read. There should be no bright lights shining on it.  If it flickers, you should ask for it to be adjusted.  Don’t sit too close to the monitor.





B   You must make sure that your computer table is not cluttered, and that your seat is comfortable.  Adjust the seat so that your feet are flat on the floor or on the footrest.  Don’t bring any food or drinks over to the computer table.
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