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PART 1

What this unit is about

This core skills unit helps you to:

· Develop the ability to understand and evaluate written communications

· Produce written communication such as essays, letters or reports

· Produce and react to oral communication.

This unit will help you to develop communication skills, which will help you in social and working situations.

Outcomes 

1. 
Respond to simple but detailed written communication.

2. 
Produce simple but detailed written communication.

3. 
Produce and respond to simple but detailed 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.
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In social or work situations, you will find that good communication skills are important.

This unit will help you to improve your communication skills.

PART 2
Introduction to this study pack

Welcome to this study pack.  You are studying Communication at Intermediate 1 level.

Introduction to the study sections

This package contains eleven booklets (called study sections) including this introductory one.  Each study section contains 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.

Here are details of each study section, and the lessons in each.

	Study Section
	Lesson A
	Lesson B
	Lesson C

	Study Section 1 Food
	Safe handling of food
	Bananas
	Healthy eating

	Study Section 2 Different abilities
	Hearing
	Seeing
	Mobility

	Study Section 3 Sport and leisure
	Football
	Hobbies and pastimes
	Cinema and theatre

	Study Section 4 Travel and Tourism
	Your town
	Scotland
	Travelling abroad

	Study Section 5 Healthcare
	Looking after yourself
	Looking after others
	Working in healthcare

	Study Section 6  Health and safety
	Ergonomics and using PCs
	Health and safety in the workplace
	Health and safety in the home

	Study Section 7 Catering
	Nutritional food
	Catering as a career
	Customer service in catering

	Study Section 8 Information Technology
	IT as a hobby
	Building your own PC
	IT as a career


	Study Section 9 Transport
	Public transport
	Private transport
	Cycling and walking

	Study Section 10 Engineering
	What is engineering?
	Electrical and electronic engineering
	Fabrication and welding


You’re probably thinking ‘I don’t know anything about healthcare/engineering (or whatever).’  Don’t worry – you don’t need to know anything about any of the themes.  You will find out a little about each one – but mainly you’ll be developing your communication skills.

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 (called lesson 1A).

· You start to read the study package.

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

· You finish the first lesson, and you start the second one (called lesson 1B).

· Once you’ve completed each lesson (1A, 1B and 1C), you move onto the next study section (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.  These have symbols to help you to identify them.

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)?

[image: image3.wmf]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: image4.wmf]These are questions that you answer then submit to your teacher or tutor for marking.
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It’s easy to work through each lesson, as the study

sections tell you exactly what to do and when to do it.
PART 3

How you will be assessed

Each study section has various SAQs, Activities and TAs. These help you to develop the skills needed for the assessments.

Each study section contains information about:

· Reading skills

· Writing skills

· Talking and listening skills.

This means you need to work through each study section before you can do the assessment. 

When and where you will be assessed

After studying the first nine study sections, you will be familiar with all of the communication skills that you need to do the assessments.  Study Section 10 summarises the other study sections, and helps you to prepare for the assessments.

Your teacher/tutor will help you to decide when to do the assessments. 

What you have to achieve

All Outcomes have to be assessed.  The objective of this 40-hour unit is that you will achieve Outcomes 1, 2 and 3 of SQA Unit D01B 10 Communication [Intermediate 1].

Opportunities for reassessment

If you don’t achieve the required standard for the award of ‘pass’ within any assessment you’ll be informed of this and arrangements will be made for you to be re-assessed on the particular elements of the assessment which need improving.

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.

PART 4

Access to a good dictionary is useful.  You will also need access to various written materials such as newspapers, magazines, the Internet and so on.

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 three lessons.

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

· Each lesson takes about an hour.

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

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


