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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 transport. The three lessons are:

· Public transport
· Private transport
· Cycling and walking.

This study section contains a mix of the following:

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.  

[image: image8.wmf]Tutor Assessment (TA)
These are activities or questions that you answer then submit to your teacher or tutor for marking.

LESSON 9A
Welcome to lesson 9A.  This lesson is about public transport.  As you work through the lesson, you will develop the following:

· talking and listening skills - expressing yourself effectively

· talking skills - brainstorming to prepare for a discussion or presentation.

Expressing yourself effectively

When you are talking and listening (e.g. in a talk or a discussion) you should follow these guidelines.
· Know what you want to say.

Prepare in advance, and do some research.

· Speak at a speed which is not too fast and not too slow.
If you speak too fast, people might miss something. If you speak too slowly, people might get bored!

· Speak so that everyone can hear you, and speak clearly.
Speak at the volume needed for the person furthest away.

· Make eye contact with listeners.
Look at people when you talk, and look at people when they speak.

· Use the correct words for the occasion.
Formal words for formal occasions; informal words for informal occasions.

· Prepare your talk so that it’s got a beginning, a middle and an end.
Talks need a good structure.  Discussions must follow a logical structure too. 
· Explain any points by offering examples or more information.
Examples make things easier to understand.

· Think about what questions you might get asked, so that you will know what to say.
If you don’t know the answer to a question, say so and offer to get the information later.

· Take time to listen and think about what the other person said before you ‘dive in’.
Listen and think before you react and respond.
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Talking and listening skills go together.
Don’t just think about what you want to say – 
listen to what others are saying as well. 
Talk, listen, think and reply!
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SAQ 1

Answer these questions on the crossword on the next page.
	Across
	Down

	1 
Parts of the body used for hearing things (4)

2 
To talk or to say. (5)

6 
People might do this when they agree with you during your talk. (3)

7 
These help to explain what you are saying. They make things easier to understand. (8)

9 
An informal name for a presentation. Also another name for speak. (4)

11 
The missing word:  
Doing a talk __ good fun. (2)

13 
What’s the missing word?


Don’t worry about talking, 
just __ it! (2)

14 
A formal type of discussion. (7)

15
If you speak too slowly, others may get _____.  Another word for fed up. (5)

18
Speak so that everyone in the room can ____ you. (4)

19
Something that the audience members do. The opposite of talk. (6)

22
If you speak too ____ people might not be able to follow you. Another name for quickly. (4)
	1 
Things you use to observe other people. (4)

3 
You should do this before you talk. It means to get ready. (7)

4 
You can’t talk about something if you don’t _____ about it. (4)

5 
To cut down. To chop off some of your talk (or writing). (4)

8 
The part of a talk where you give information. The bit that is not the beginning or the end. (6)

10 
Eye _______.  Use it to look at the other people. (7)

12 
If you speak too ______ people might lose interest. (6)

16 
Mark on a page or an informal word for a full stop. (3)

17 
Lay your notes __ the table or hold them in your hands. (2)

18 
The thing someone uses to nod in agreement. (4)

20 
To speak. (3)

21 
A talk should have a beginning, a middle and an ___. (3)
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Check your answer with that on page 29 when you’ve finished.

	Date completed       /     /     
	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Brainstorming to prepare for a discussion or presentation
Before you go into a discussion or deliver a presentation, it makes sense to think about what you’re going to say.   Some people find ‘brainstorming’ a good way to get information for a talk (or for a discussion, or an essay).

Brainstorming is easy.  You write down the subject that you want to think about in the middle of a sheet of paper:
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Next, you start to write down ideas and words that are connected to the subject:
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And after this, you carry on working outwards:
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Activity 1
Look carefully at this brainstorming chart, drawn up by Ali as he prepared to take part in a discussion.

The subject that Ali was thinking about was public transport. As you can see, he wrote this down in the middle of the chart.

He then thought about public transport, and came up with five links. These are ‘buses’, ‘taxis’, ‘minibuses’, ‘trains’ and ‘environment’.

He then thought about each of these links in more detail, and came up with more links.  For example, he has created links from ‘trains’ to ‘commuting’ and ‘intercity’.  He then created more links from these links. 

Look at the links between ‘public transport’ and ‘Sunday’.  This is how the writer was thinking:
He thought about public transport.  One form of public transport is buses.  Buses provide local services.  The frequency of local services varies.  Sunday services are usually less frequent.
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Now explain all of the links between ‘public transport’ and ‘overcrowding’. 
Activity 1 - Feedback

Ali thought about public transport, and said that trains were one type of public transport.  He then said that trains are used for commuting (this means travelling to and from work).  He then said that commuting often involves overcrowding.

This type of chart is sometimes called a spider chart.
This is because the links come out from the centre,
just like the legs on a spider.
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Others call this type of chart a ‘mind map’,
because you are trying to create ‘routes’ from one thought to another.
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Activity 2
Using a brainstorm chart
Here are some notes that I wrote using the brainstorming chart on page 6.

1. Look back to the chart.
2. Examine the chart and compare it to these notes.


First point: Buses

Regional services serve Scotland and more local areas, such as Fife.

Local services serve their towns and surrounding communities.

•
Quality of service – buses can be dirty

•
Cost of service
–
buses can be expensive
–
weekly tickets are good value

•
Frequency of service

–
Sunday service is poor

–
Weekdays it’s reasonable until after 7pm

Second point: Trains

Two main types of train are commuting trains and intercity.

•
Commuting trains are often overcrowded


–
Also they can be very expensive

•
Intercity trains have two types of ticket


–
Standard used to be called second class. It’s the most common ticket type


–
1st class offers extra luxury but costs more money

Activity 2 - Feedback

The interesting thing is that I was able to produce some quite detailed notes using one chart.

As you can see, I have two sets of notes which could be useful in a discussion, or as part of a presentation.

I could have created lots more notes using the chart to prepare for a discussion.

Organising your thoughts in this way
can provide some amazing results.
You can see things in a way that you didn’t before.
You can begin to make sense of things and sort your ideas out.
[image: image4.wmf]
Activity 3
Create your own brainstorming chart about public transport in your town or community.

Once you’ve completed it, keep it safe. You will be using it again in lesson 9B.

There is no feedback for this activity.

[image: image5.wmf]
Brainstorming charts can help you
to organise your thoughts so that you can
see where you want to go with them.

Summary of this lesson
In this lesson, you’ve learned:
· how to express yourself effectively
· how to use brainstorming when preparing a talk or a discussion.
	End of lesson 9A


LESSON 9B
Welcome to lesson 9B. The theme is private transport.  You’re going to develop the following skills:

· talking skills - getting information for a talk or discussion

· writing skills - summarising an article for a talk or a discussion

· talking and listening skills - taking part in a practice discussion.

Planning your contribution

When you take part in a discussion or a talk, you need to think about the issues being talked about before you start.

In lesson 9A, we talked about brainstorming.  You learned that this is a good way to get your thoughts down on paper.  You also saw that it is a good way of linking thoughts and ideas together.

Summarising an article
You can also get information by reading about the subject of your discussion or talk, and then summarising what you’ve read.

You know how to summarise the written word. We looked at this in lessons 5C and 7B. Have a look back at those lessons if you’ve forgotten how to write a summary.

You will often need to do some research before you take part in a discussion
or deliver a talk.

SAQ 2


Read this article, and write a short summary of the main points. Don’t write a full summary; just the main information, using the bullet points.


List all of the main points here:

Check your answer with that given on page 30.
	Date completed       /     /     
	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Activity 4
You’re going to be taking part in a practice discussion soon.  You’ll need to work with a partner or small group.  The purpose of the discussion is to talk about the strengths and weaknesses of public transport and private transport.

· Choose a partner (or form into a small group).


· Everyone should do some preparation work.  Each person individually should make up a list of strengths and weaknesses for both public transport and private transport (see overleaf).

Use the brainstorming chart that you created in lesson 9A.  You should also use the bullet points that you wrote out in SAQ 2.

· Once everyone has done that, you’re ready to start the discussion.  You need a space that you can work in: ideally a table with chairs around it.   You should also try to choose a place where others won’t disturb you.

· Hold the discussion, using the agenda below.  Remember to say what you want to say, and to allow others to speak, too.  You must use reasonably formal words, as well.

Activity 4 (continued)
	Strengths of private transport
	Weaknesses of private transport
	When is it appropriate to use private transport?

	Strengths of public transport
	Weaknesses of public transport
	When is it appropriate to use public transport?


Activity 4 - Feedback

I hope your discussion went well. Use this checklist to self-assess your performance during the discussion. Talk to your teacher/tutor about anything that you’re not sure about.

	Question
	Yes
	No

	Did you contribute to the discussion?
	
	

	Did you say what you wanted to say?
	
	

	Did you listen to what other people said?
	
	

	Did you interrupt when someone was talking?
	
	

	Did anyone interrupt you when you were talking?
	
	

	Did you take time to think before you reacted to what other people said?
	
	

	Did you answer all of the questions that people asked you?
	
	

	Did you find any of the questions difficult to answer?
	
	

	Did you say things in the order that you had planned?
	
	

	Did you speak so that everyone could hear you?
	
	

	Did you use reasonably formal language as you spoke?
	
	


	Write your comments here






	Teacher/tutor comments




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

· how to summarise information for a talk or discussion

· how to use notes to help you in a discussion.
	End of lesson 9B


LESSON 9C
Welcome to lesson 9C. The theme is cycling and walking.  As you work through the lesson, you’ll develop the following skills:

· talking skills - revising the skills needed to do a presentation 

· writing skills - preparing a short presentation

· talking and writing skills - delivering a practice presentation.

Revising the skills needed for a presentation
You might be asked to prepare and deliver a presentation or a talk.  This is a useful skill to have.  Being able to do a talk is important for a variety of reasons.  Here are some situations for which you might be asked to deliver a presentation:

· a job interview

· in work (e.g. to your team or your boss)

· in school/college or university

· during a meeting

· in a community group

· at a social function such as a wedding.

Activity 5
In lesson 9A, we looked at the things you need to consider when you’re talking.  Go back to page 2, and re-read that list now. 

There is no feedback after this activity.


Once you know how to prepare for a talk,
then you’re half-way to doing it.




SAQ 3

Add the missing words from the box on the right to this piece of writing.  

	There are lots of times that people are asked to prepare talks.  For example, in 
 people often have to talk to their colleagues.  In schools and colleges some 

 involve people doing talks.

Many people 
 
 about talking.  There’s no real need for anyone to be concerned.  As long as you follow these 

 rules, you should be fine.

· Think about your 
 or reason for talking

· Think about what you’re going to say

· Plan the sequence or 

· Write yourself some notes

· Use words which are 
 for the purpose

· Talk so that people can 
 you

· Talk 

· Use the correct tone for the situation

· Be prepared for people to ask 

Once you’ve done these things, then you should feel more 

 about your talk.  A certain amount of nervousness is natural.  However, if you’ve planned your talk and you still feel really worried about it you should 

 to your teacher/tutor.  
	
	Wordlist

assessments
clearly
hear
order
purpose
questions
relaxed
simple
speak
suitable
work
worry




Check your answers with those on page 31.
	Score   ___ out of 12

Date completed       /     /     
	Teacher/tutor comments

	Signed by student
	Teacher/tutor initials


Preparing for a presentation

Once you’ve decided what to say, you should organise your talk into a logical order.

Many people prepare for a talk using cue cards.  A cue card is simply a small card with a few points written on it.

Once you’ve decided what to say, you should write the main words down on your cards. When you glance at your cards during your talk, these main words are enough to remind you of what you want to say.  At the same time, you’ve not got a lot of words written down so you can keep eye contact with the listeners as well.

Here is a cue card that a student wrote for her talk.

The main words on the card reminded her of what she wanted to say.

The speech balloons on the right show you what she
said when she saw the word on the card.

The speech balloons for the first three words have been written out for you. I’m sure you could quite easily imagine what she said for the other points on her cue card.


A presentation is a series of words put together in a way that lets you make your point sensibly to the listener.

Activity 6
Here is a short article written about pedestrians in town.  You should read it, and then summarise it. Use bullet points, as if you were going to use this information in a talk.

	Can pedestrians use streets safely, or are our

Town Streets
a ‘No-Go Zone’
for Pedestrians?
Michael Lamb reports
	[image: image6.wmf]

	There’s always a lot of talk about the benefits of public transport over private transport.  There are some people that never seem to be represented in this debate – pedestrians.

    We’re all pedestrians at some point.  Some of us are pedestrians as we walk from our cars to the shops. Others are pedestrians when they walk from the bus or train to their work.  But some people choose to walk everywhere in town.  These are the die-hard pedestrians who believe in using their feet to get to where they want to go. Some of them now find that towns and cities are no-go areas for pedestrians.  
	“Traffic is busy, and pedestrian crossings favour the cars and buses,” says walker John Gordon (34).  “I prefer to walk to work, as I think it’s healthier, but I am now seriously worried about the quality of the air that I breathe.”

     Most towns are not designed for pedestrians nowadays.  For example, supermarkets are placed in retail parks on the edges of towns – so you need to use a car or a bus to get there.

    It’s getting less and less pleasant to walk in the town.  Even if you can cross the road, you’ve still got the fumes and noise to put up with.  


Activity 6 - Feedback
Here are my bullet points. Yours will be worded differently,  but I hope that you’ve managed to cover most of these points in your answers.

· Pedestrians get ignored when people talk about transport.

· Some people walk and don’t use cars or public transport.


· Some pedestrians find towns and cities are no-go areas.

· Traffic is so busy.

· Pedestrians breathe in poor quality air.

· Towns aren’t designed for pedestrians.  Cars or buses are needed to get to places like supermarkets.


· Walking in town is not enjoyable – traffic, fumes and noise are all unpleasant.

Keep your bullet points handy, because you’ll need them in Activity 7.
Activity 7
You’re now going to prepare a short talk about cycling and being a pedestrian in town.

You will create 4 cue cards altogether – they’re printed below.  Write in some words that you would use to help to guide you through a presentation.

1. Your introduction should contain details such as your name; the course you are studying; the topic that you’re going to talk about; why you chose this topic; and how you feel about the topic. Add a linking phrase to cue card 2.

	Introduction

·  

·  


2. You can use the bullet points from Activity 6 to complete this. Also add a linking phrase to cue card 3.
	Pedestrians in town
·  

·  

·  


3. In this cue card, you should list all of the advantages and disadvantages of cycling in town.  Think about things such as: speed; safety; health; cost; and any other things that you want to say. Add a linking phrase to cue card 4.
	Cyclists in town
·  

· 


4. You should summarise the advantages and disadvantages of walking and cycling in towns.  You should also say what you think needs to be done to make it safer and more pleasant for pedestrians and cyclists.

	Conclusions
·  

·  

· 


Activity 7 - Feedback
I hope that you managed to write down your notes for your talk.  Here are some that I wrote.  Yours will be different, but I hope you managed to find enough to say for each part of the talk.

	Introduction

· Welcome

· My name, subject of my talk.

· I’m on the NQ Engineering course.

· I chose this topic because a van driver nearly knocked me off my bike yesterday.

· My feelings about it (pedestrians and cyclists are treated badly).
· First of all I will talk about pedestrians.*



	Pedestrians in town

· Pedestrians get ignored when people talk about transport.

· Some people walk and don’t use cars or public transport.

· Some pedestrians find towns and cities are no-go areas. 

· Traffic is so busy.

· Pedestrians breathe-in poor-quality air.

· Towns aren’t designed for pedestrians – e.g. cars or buses needed to get to supermarkets.

· Walking in town not enjoyable – traffic, fumes and noise are all unpleasant.
· It’s much the same for cyclists.* 


	Cyclists in town

· Cycling is cheap and good for health.

· It can be dangerous too. Cyclists come off badly in accidents.

· You can get about quickly – e.g. skip traffic jams.

· Many drivers hate cyclists and make things awkward for them.

· Cyclists own worst enemies – e.g. cycling on pavements or ignoring traffic lights.

· Many towns now have cycle lanes. Good if no one parks in them.

· So there is a real problem for cyclists and pedestrians.*




Activity 7 (continued)
	Conclusion

· As I’ve shown you, pedestrians and cyclists have lots in common.

· Pedestrians and cyclists are good for the environment.

· They cut pollution and take traffic off the road.

· They save money and can get about without worrying about traffic jams.

· But noise and traffic levels are high. Unpleasant for pedestrians and cyclists.

· Cars and bikes and pedestrians don’t mix well.

· We need more cycle lanes, and more footpaths that don’t run alongside busy roads.

· Or making pavements wider and planting trees along the pathway would make it more pleasant.

· Does anyone have any questions?




*NB The points marked with asterisks are my linking phrases.



TA 1

Select one option.  Talk to your teacher/tutor about this activity, and find out when it will be convenient for him/her to watch you.

1. Use the cue cards that you made up for Activity 7, and deliver a presentation to a small audience.


2. Choose any subject that interests you, and make up some cue cards.  Next, deliver a presentation to a small audience.

Your teacher/tutor will assess your performance.  Here’s a short checklist that you can use to check that you’ve managed to prepare properly.

	
	Yes
	No

	Will you use words that are reasonably formal?
	
	

	Will you use words that your audience understand?
	
	

	Do you have suitable information in the talk?
	
	

	Have you organised the talk so that it is clear how you move from subject to subject?
	
	

	Will everyone be able to see and hear you?
	
	

	Will you ask for questions at the end?
	
	

	Have you thought about what questions you might get asked?
	
	

	Have you prepared cue cards with the main words written on them?
	
	

	Have you practised using your cue cards so that you can glance at your notes and maintain eye contact as well?
	
	


If you’ve ticked ‘no’ to any answer, you may want to look at your planning again, or talk to your teacher/tutor.

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

· what cue cards are

· how to use them in a presentation.
	End of lesson 9C 
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Here are the bullet points that I wrote.  You will have written yours differently. This doesn’t matter, as long as you’ve covered most of these points.

· Most households have at least one car, and some have two or three.

· We want to be able to travel quickly.

· The more cars we have, the slower traffic moves. But we still want cars as they offer us freedom.

· Cars damage the environment. They are dirty. They use lots of petrol and oil. They need roads. They’re noisy. They kill people.

· Cars offer us a lot, e.g. they let us travel to work easily.

· Cars have drawbacks, e.g. pollution and they make people lazy.

· We need to accept that cars are here to stay. We also need to accept that public transport has a role to play too.


There are lots of times that people are asked to prepare talks.  For example, in work people often have to talk to their colleagues.  In schools and colleges some assessments involve people doing talks.

Many people worry about talking.  There’s no real need for anyone to be concerned.  As long as you follow these simple rules, you should be fine.

· Think about your purpose or reason for talking

· Think about what you’re going to say

· Plan the sequence or order
· Write yourself some notes

· Use words which are suitable for the purpose

· Talk so that people can hear you

· Talk clearly
· Use the correct tone for the situation

· Be prepared for people to ask questions.

Once you’ve done these things, then you should feel more relaxed about your talk.  A certain amount of nervousness is natural.  However, if you’ve planned your talk and you still feel really worried about it you should speak to your teacher/tutor.  
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Today I am going to talk about cycling – which is my favourite hobby. I cycle every day to college and often go for long rides at the weekend.





My name is Louise Hunter, and I am on the Health and Fitness level 1 course.





INTRODUCTION





Welcome


My name, course


Subject


Why I like cycling


How long I’ve been cycling


My first bike. Aged 7. 


Furthest I’ve been





Good morning everyone. Thank you for coming along to hear my talk.











Agenda





Discuss the advantages of public transport.�


Discuss the disadvantages of public transport.�


Discuss the advantages of private transport.�


Discuss the disadvantages of private transport.�


Discuss when it’s better to use public transport and when it’s better to use private transport.�


End of meeting.




















Private transport: good or evil?


By David Reece





We all want to own a car, and indeed most households have at least one car. Households with two and three cars are becoming increasingly common.  We all want to be able to get to our destinations quickly.  Unfortunately, the two things don’t really go together.  This is because the more cars there are on the roads, the slower the traffic flows. This doesn’t stop us wanting cars.  People want to be free to go where they like when they like.


No one wants to think they damage the environment, but we must consider the environmental impact of what we do.  Cars are dirty – and almost everyone accepts this. They pollute the air.  They need new roads and they need lots of oil and petrol.  They’re also noisy and they kill people.


So, are cars good or evil? They offer us a lot. They let us move around. They let us travel, and they let us get to work.  They also offer us many disadvantages.  They pollute our towns, and kill our children. They make people lazy – no-one walks to the corner shop any more!  The car is here to stay – but we need to learn to use it more wisely and safely.  There are occasions when public transport makes more sense.
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