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Introduction

| Functional Skills are a set of qualifications |
1) They're designed to give you the skills you need in everyday life.
2) There are three Functional Skilis subjects — English, Maths and ICT.

3) You may have to sit tests in one, two or all three of these subjects.

4) Functional Skills has five levels — Entry Level 1-3, Level { and Level 2.

| This book is for Functional Skills English |

1) There are three pans to Functional Skills Engllsh — reading, writing
and speaking, | and

2) To get a Functional Skills English qualification, you need to pass all three parts.
3) This book covers the reading and writing parts of Functional English Level 2.

LT I I T 1,
The papers for each exam board are sightly different — ask your =

= teacher or tutor to make sure you know which one you'e sitting. =
’lllllllltllnlllllIlllIllliIl'llnllnnllnlHIIIIIHHHIHIHIIHIIV

| There are two tests and a controlled assessment

1) Speaking, Ii ing and ¢

2) Reading and writing are tested In two separate tests.

3) You might take your test on a computer (onscreen) or on paper.

+ In the test, you have to read a range of texts and answer questions on them.
+ Some questions might be multiple choice (you choose the correct answer).

+ Some questions might ask you to write your answer.

+ You don't have to write in full sentences.

+ You won't lose marks if you make spelling, punctuation or grammar mistakes
in what you write, but make sure your answers are clear and understandable.

ating Is tested by a controlled assessment In class.

= In the test, you will be asked to write two texts.
= These two texts will usually be different, for example a letter and an article.
= You will lose marks if your spelling, punctuation or grammar are incorrect.

Introduction
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What is Functional Skills English?
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ow to Use this Boo

| This book summarises everything you need to know I

1) This book Is designed to help you go over what you're already learning In class.

2) Use it along with any notes and resources your teacher has given you.
3) You can work through this book from start to finish...
4) ..or you can Just target the topics that youre not sure about.

| Use this book to revise and test yourself |

1) This book Is split into two parts — reading and writing.

2) The topics In each part are usually spread over two pages:

Here's the title s
of the topic.

ing a Dicti

ary

| You can use a dictionary in the reading paper |

1) You can use a dictionary to look up the meaning of 2 tricky word at any time In the reading paper.

Here's the ward This iz ane mearing
youre locking up. of the ward

qualm (kwa:m) i 1 a feeling of sickness 2 2 feeling of doubt
4 %

SR Y =
This i how you This inchcales whether the word This is another
say the word. i 2 noun, verb, adjective, et —

2) You won't be allowed to use a dictionary in the writing paper.

Practise using a dictionary before the test

On the lefhand W i sk ttd
page thare’s ol the o= P e e
impoetant information P
b enlvicgic o test what you've
lesrnt. There's space
== o write your answers
L e g,
There are answers Lo all the
= praclice questions and the practice -
There's lots of test—styte practice I - papers al the back of the book. =

T O T

1) There are practice papers at the end of both parts of the book.

2) These papers are based on actual Functional Skills English assessments.

3) This means that the questions are similar to the ones you'll get In the real tests.
4) They're a good way of testing the skills you've learnt under timed conditions.

5) This will give you a good idea of what to expect when you take the real test.

Introduction

1) The words In a dictionary are listed in alphabetical order.

2) That means all the words beginning with ‘a’ are grouped together,
then all the words beginning with ‘b’ and so on.

3) Each letter In the word is also listed in alphabetical order.
4) When you'e looking up a word, check the words in bold at the top of each page.
5) These words help you work out which page you need to turn to.

This tells you that all the words If you want 2 woed that comes before ‘rush,
betiveen i and ‘el se turn 1o an carlier page. If you want 3 word
covered on this page. that comes after ‘rusle, turn Lo  bater page.

¥

This & the pge number _gg 984 rush | rustle

of the dics
rush 1 to hurry or cause to hurry

Don't use a dictionary all the time

ST,

1F there's a word you

1) Dictionarles can be helpful, but don’t use them too often.

2) Looking up lots of words will slow you down In the test. = dont recogmse in this =
- book, use a dictionary -
3) Try looking at the rest of the sentence to S tolookitup 52

narrow down what a tricky word could mean.

way of practising. =

LT O AT

Introduction




4 Section One — How Ideas Are Presented
he Purpose of Texts

| Texts have different purposes |

1) A textls a piece of writing. Every text has a purpose.

2) A purpose Is the reason why the text has been written.
3) These are the main purposes you could come across:

+ Texts that explain. For example, a leaflet about a theme park.
Texts that describe. For example, a review describing a hotel.

Texts that instruct. For example, a recipe for making apple ple.
Texts that persuade. For example, an advert for a cleaning product.
Texts that argue. For example, a letter protesting about a school closing down.

Texts that discuss. For example, a report about how much traffic Is on the roads.
+ Texts that advise. For example, a webpage telling you how to save money.

4) Remember — these aren’t the only purposes you could come across.

5) There are lots more, including to entertain, to enquire and to inspire.

| Explanatory texts tell you about something |

Explanatory texts are full of facts. Facts are statements that can be proved.

This text is
infaeming the
reader about 2
The farmers' market is open every Tuesday from 9 am until Ervnis market.
5 pm. The market has at least 12 different stalls each week
selling farm produce from the local area. There Is a butcher's,
a baker’s and a greengrocer’s. All of the produce Is organic. writing often wses
facks and figures
I Texts that describe help you imagine something I
Descriptive writing uses lots of adjectives (describing words).
This Lext is dexcribing

a markel.

The market is held on a wide street filled with
market stalls. Each stall Is overflowing with fresh
eg cakes or Jars of jam.

Adjective like “wide, Tresh,
besutiful and ‘colourful
help you imagine what
the market & Fke.

Section One — How Ideas Are Presented

Read the text below, and then answer the questions underneath.

Stanhead Community Choir
We are a local choir who rehearse at Stanhead Community Centre. We rehearse between / and 9 pm
on Tuesday evenings. The choir is made up of BO people between the ages of 16 and B5. There is also
a junior choir for children aged 6 to 16. The junior choir rehearses on Saturday mornings at 9 am.
S
The choir & a charitable organisation that was set up in 2008 by Mark Patel. Mark was the
conductor of Stanhead Choral Sociely. He wanted to create a choir thal would attract people from
all walks of life and would bring people from all over Stanhead together.
Hm‘ I !ﬂlb'
People can come to the choir to leam to sing as part of a large group. We sing a mixture of popular
and choral music. You don't need to be able to read music to join.
Performances:
We perform at the Stanhead Festival every year. We also perform carols in the town square at
Christmas and sing at the county show in May.

For more Information, visit our website.

1) Find the main purpose of this text, then select some text to support your answer.

Main purpose

Example from the text

2) Name two places where the choir performs.

Place 1:

Place 2:

3) In what year was the choir started?

Section One — How Ideas Are Presented



he Purpose of Texts

| Persuasive texts try to convince the reader to do something |

1) Persuasive texts sometimes use words that make the reader feel something.

2) They might also use facts to sound more convincing. This ted is trying to
peruade the reader
/ £ buy a new phone.

The outstanding new X4600 is sleek, easy to use and reliable.

. It has a number of Hent features includi GPS

Trevi®  acking. You can pinpoint your location to within 20 m.
X4600 It even lets your friends know where you are so you can find | o Words ke
each other in 2 crowd! The Trevina X4600 is the future. "‘“‘L"“*""J ’l""k
It’s the smartest phone around. Get yours now!  and ‘oxcelent

mpress the reader.

| Texts that argue want the reader to agree with an opinion |

1) Texts that argue make one opinion very clear.

2) They often use facts to back up the argument and forceful language to show how they feel.
The writers opinion & clear from the starl.

The tracking technology Installed with the new Trevina X4600 Is a L":"'l!’}“’
disgrace. It allows anyone with your phone number to know exactly 7 :
argumen!

where you are at any time. There are already over 10 000 cases of
stalking each year. Tracking technology is bound to make this worse.

Strong woeds, ke isgrace, show how angry the writer is

| Texts that discuss a topic use evidence to reach a conclusion

1) Texts that discuss give more than one opinion.

2) They often look at both sides of an argument and reach a conclusion.

‘ The text is balanced

There has been a lot of criticism of the new Trevina X4600. bt 3 gpves o
different opimiore.

1 agree that the GPS technology would make It easier to

follow or even stalk someone. However, | am impressed g

by the accuracy of the GPS function and It would be useful The text finishes

sometimes to see where your friends are. Overall, the with a concheion.

X4600 Is an le of modern T

Section One — How Ideas Are Presented

Practice Questions

Read the text below, and then answer the questions underneath.

( ,)pé;/jajz_r

Minna Williams is a disgrace o Zimms

I couldn’t believe my ears
yesterday when | heard Minna
Williams speaking on the radio.
The wife of the American
politicizn Truman Williams
said quite clearly that she
thought women should stay
at home and shouldn’t work.
She also said that women who
do work ‘donl deserve to be
paid the same as men”. Is she
really prepared to go back on
hundreds of years of fighting
for cqual rights?

Minna Williams is a houscwife
with five children. She has never
worked. ‘That is her choice and
it is finc by me. But what she
said yesterday was completely
unaceeptable. She implicd that
women are weaker than men in
every way and do not deserve to
be recognised as equals. Millions
of women all over the world work
to support themselves and their
familics. Women are just as capable
as men, and should be paid exactly
the same as men in the same jobs.

In some countries today,
women are treated like sccond
class citizens. They are not even
given the opportunity to learn or
towork. Mrs Williams has grown
up in 2 country where she is
treated as an equal and where
could choose o work or not. She
is one of the lucky ones, but she
is encouraging young women to
throw away those opportunities.
She is a disgrace and necds o
educate herself hefore giving her
opinions to the public.

<

4)

According to the text, what does Minna Willlams say?

a) Women are second-class citizens €) 'Women should be paid more than men

b) Women shouldn't work

The writer thinks that:

a) Minna Williams Is right

d) Women should be treated as equals

<) Minna Willlams Is a second-class citizen

b) Minna Williams should get a job d) Minna Williams Is wrong

What is the full name of Minna Williams's husband?

Find the main purpose of this text, then select some text to support your answer.

Main purpose

Example from the text

Section One — How Ideas Are Presented




he Purpose of Texts

| Texts that instruct tell you exactly what to do |

1) Texts that instruct give the reader instructions to follow.

2) They are often split up into numbered lists or bullet points.

3) They use clear language so they are easy to understand.

Simple language makes
thee instructions

+  Deal out seven cards to cach player. casy to follow.

= Each player may discard one card that they do not want. Each irstruction has a

separate bulet. poink.

Texts that advise suggest how to do something |

Texts that advise give you tips about something.

HOW YO CHOOSE A NEW CAR
Here are some top tips for choosing a new car.
+ Think about how much you want to spend. Having

These sentences are

gving advice. They
a budget makes it easler to choose what car to buy. are suggeding how
«  Think about what you need it for. For example, If to do something.

you have a big family, you'll need a large car.

Texts can have more than one purpose

1) Sometimes texts have two or more purposes.

2) For example, a text might persuade and inform, or inform and describe.

This text informs
_you aboul
Lighthouse UK helps homeless people In the UK. Many of them Lighthouse. UK.
have problems with alcohol and drugs, but they all deserve a
chance. We run drop-in centres where homeless people can feel It akso persuades

safe, get help and learn new skills. A donation of £3 a month you to donate o
helps us change lives. Change a life. Support Lighthouse UK. Lighthouse UK.

Section One — How Ideas Are Presented

Practice Questions

Read the texts below, and then answer the questions underneath each one.

mmmmmwm
al the Cycling World Championships this summer.
‘The British team picked up 12 gold medals, 4 silver
medals and a bronze medal at the championships in
Hamburg, Germany. Since then, there has been a
noticeable rise in the number of people out and about
on their bikes.

Cycling is popular for a number of reasons. s
cheap. it’s a great way to get around and it keeps you
David Branford of the British cycling team said.
“It’s fabulous to see so many people enjoying cycling.
Cycling is a fantastic sport. 1 like to see more kids
m-mmmmmmws\m

at cycling in the future.™

So why not have a go yourself? Most people
have a bike lying around in 2 shed or garage. Get it
out, fix it up and get out and shout. Cycling couldn’t
be casier. Its just like riding a bike!

=

1) Find two purposes of this text. Choose an example from the text to support your answer.

Purpose 1

Purpose 2

Weekend Guide to Paris — Sight Number 5

5.

The Eiffel Tower i an architectural beauty. Peaple come from all over Europe to ses the best view in Paris

from the Lop of the lower. You can see the degant. Lousre art gallery, the River Seine snaking its way through
the heart of the bustling city and the bridges flled with people and traffic. The view & unforgettable. Sadly, o
are the queses. I you don't want to wait for 2 hours 1o get to the top you need to get there carly. Young, fit
people might consider climbing the stairs to avoid queving for the it Tickets cost between €2.50 and €25.

2) Find two purposes of this text. Choose an example from the text to sUppOrt your answer.

Purpose 1

Purpose 2

Section One — How Ideas Are Presented
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eading Between the Lines

| Facts are statements that can be proved |

1) Some texts contain facts and statistics.

2) Statistics are facts that are based on research or surveys.
3) Statistics are usually written as numbers or percentages.

4) Phrases lke ‘experts say’, ‘research shows’, and ‘surveys show’ often Introduce facts.

This is a fact.
/—-— It can be proved.

N This is a statistic. It &

The of is Research a percentage based on

g

shows that 20% of the population Is under the age of 16. data from research.

The population Is bound to continue to Increase.
——

This is not a fact.
—e || cannol be proved

An opinion is something the writer thinks |

1) Opinions aren’t true or untrue. They are just beliefs and can’t be proved.

2) Phrases like ‘I think’, ‘I believe’ or ‘many people say’ show a statement is an opinion.
T think’ shows this

T is an opinioa.
I think music should be avallable to download for free.
It's important that everyone has access to music. This is another opinion.
1€5 the writer’s belicf.

It can be hard to tell the difference between fact and opinion |

1) If youre not sure whether something Is a fact or an opinion, think about whether
it can be proved or not. If it can, it is a fact. If it can’t, it is an opinion.

2) Opinions can be presented to look like facts. This makes them seem more believable.

The majority of companies would be more
efficient If they spent more money on IT. This sounds factual,
but it canil be proved.

Section One — How Ideas Are Presented

1
Practice Questions

1) Read each statement and write ‘fact’ or ‘opinion’ next to each one to say whether the statement
Is presented as 2 fact or an opinion.

a) 'Research shows that 60% of the UK population are overweight' ..

b) “Women are generally better at DIY than men’

<) ‘I think 9 out of 10 people would say they like chocolate’

d) ‘Surveys show that children with siblings are better at sharing’

Read the text below, and then answer the questions underneath.

The success of the smoking ban
In July 2007, smoking was banned in public places in England. This was the most sensible decision
madke by the govement in years. The ban was lar with the majority of the population.
haﬂzey,mdpmplesﬁlhysﬂlsmpggumddnghm

it is now much more pleasant to go into a pub or a restaurant. Before the ban, pubs were filled with
smoke which made you cough and made your hair and clothes smell. However, according to a
study, 16% of bar and pub owners noticed a significant drop in business when the ban was
introduced because smokers were staying at home rather than going out for a drink.

Making smoking in public places illegal has had a positive impact on people’s
health. Since the ban, nearly 2 million people in the UK have given up smoking
and the number of heart attacks has fallen by more than 40%. The benefits have
also affected non-smokers. For example, the number of children suffering from

2) There are six statements from the text in the table below. Put a tick next to each statement to
show which are presented as facts and which are presented as opinions.

Fact | Opinion

In July 2007, smoking was banned In public places In England

This was the most sensible decision made by the government In years

In a survey, 78% of people said they still support the smoking ban

It 1s now much more pleasant to go Into a pub or a restaurant

Since the ban, nearly 2 million people in the UK have given up smoking

The number of children suffering from chest Infections has decreased by 20%

3) Give another example of a statistic from the article that is not in the table.

Section One — How Ideas Are Presented



| Writing isn't always balanced |

1) Sometimes a writer has a point of view (an opinion) they want to get across.
2) They try to influence the reader by only giving their opinion. This Is called bias.

3) You can spot bias In a text If the writer exaggerates

something or ignores the other side of the argument. e

Many people might disagree with it.
North Coast Trains Is the worst train company
In Britain. Their trains are never on time, and
they are always overcrowded. Last week | had to
stand for a six-hour journey, w}l:h Was Just great.

The text ignores the fact that. cther
train companies have trairs that
arent on time and are over

V4
The writer doesrit actuslly mean it was great. They mean the apposite.
This is irony. Here it makes the reader understand haw angry the writer is fecfing,

4) Bias isn’t always obvious. A writer might seem to tak in
a neutral way, but only actually give one point of view.

Biased texts use different methods to influence the reader

1) A text might use humour to entertain the reader. This makes the reader like the writer.

The new Hadawi sports car Is the worst car ['ve ever driven. The engine
Is pathetic — Imll(wwmmcwldpm‘bnﬂymm

7
This is a funny image. If the reader likes the writer,
they are more likely o agree with their opirion.

2) Biased texts might use forceful language to make the reader agree with the writer.

My meal was dreadful — the meat was stringy and disgusting.

These woeds exaggerate how bad the food really was.
3) Biased texts might make claims that aren’t supported with evidence.

Everyone was delighted by the plans for a new car park.

It secms unbkely tha everyone vas delighted.

Section One — How Ideas Are Presented

13

Read the texts below, and then answer the questions underneath each one.

WARHURST WINS AGAIN General Hospital and fought the opening of a new
: . which i
Mt Wi e 196 and shops in the town contre. Mr Warbisrst will continue

Gawesbury, has been elocted for the third year in 3 row. 2 2
5 3 to campaign for the interests of the poople of Gawesbury
M Warhurst is the best MP Gawesbury has cver 80 R G

seen. He campaigned against the closure of Gawesbury

1) Find one way the writer has tried to influence the reader’s opinion from the text above.
Support your answers with examples from the text.

‘Way the writer has tried to influence the reader

Example from the text

<2 J<]A]

Mane-tame Shampoo  feviowd by jone fyen

Fd heard good things about this shampoo so | bought a botde last week, but sadly | was
thoroughly disappointed. Not only was | absolutely outraged by the price, but the product
ieself smelt hoerendous. Despite the hideous smedl, | tried washing my hair with it this moening,
but it made my hair greasier than a plate of chips. | will not be buying this shampoo again.

2) Find two ways the writer has tried to influence the reader’s opinion from the text above.
Support your answers with examples from the text.

First way the writer has tried to influence the reader

Example from the text

Second way the writer has tried to Infl the reader

Example from the text

Section One — How Ideas Are Presented



| Work out the writer's argument |

1) The writer's argument Is thelr point of view. It's the reason they are writing the text.
2) You can usually work out the writer's point of view by looking at the language they use.
3) Sometimes, writers state things clearly.

The writer clearly states that
‘Working In an office during the summer s horrible. they findl office work. during the

summer horrible’

4) Other times, the writer’s meaning isn't clearly stated — you have to figure it out.

The witer docanit say that they diike werking in'an
gu""'ﬂ‘;‘:" oftce "‘°”";"8 el I T RIS S A TR
Fing the summer. ars (RIS that they are unhappy with the current conddions,

S) Writers often use both facts and opinions in their argument to get their point across.
6) Writers can develop their argument by giving several reasons for their opinion.

The wriker gives another
Furthermore, the temperature during the summer can become <™ ... c. their opinion.
extremely high. It's difficult to concentrate in such uncomfortable This o wiliah Bee vartir
conditions. Alr-conditioning could really improve pmdnmq.('-" thinks should change

sboul their workplace.

| You may need to compare how different writers feel

1) In the test, you'll read texts by different writers.

2) You'll probably have to compare the information and opinions from different texts.

e

1) Give one difference between the writers’ opinions In these texts.

IextA TextB
| get the bus every day. In all my years I have to get the bus to work every
of taking the bus to town, I've met morning. | waste half an hour sitting
more people than | can count, and many there listening to other passengers
of them have become lifelong friends. talking a load of nonsense.

A S

/
The language used shows that the writers have different. opinions. The writer
of Text A has made Tiekng friends, which show: they have a positive apinion.
The writer of Text. B feck: negatively. They think their fellow passengers talk ‘norsene’.

Section One — How Ideas Are Presented

Read the texts below, and then answer the questions underneath.

Text A

Video Games Replacing Face-to-Face Contact

Gonge are the days of kids hanging out with their | and playing these mind-numbing violent games
matces afier school, cycling to the local park and | encourages anti-social behaviour. At least they
spending pockel moncy on sweets. Now, the are still talking to their fricnds online and getting
moment they finish school, youngsters prefer some social interaction. However, the fack of

1o rush home to play the latest shooting game face-to-face contact will almost cenainly make
while talking to their fricnds online. Surcly the | it harder for these teens when they enter the

lack of dircet contact can’t be good for them, workplace and need to speak to their collcagues.

Text B

‘l earn money for doing what | love’
— an interview with a video games tester

A number of people have asked me recently why | play video games for a living.
Well firstly, I think video games are a work of art. Some of them are beautiful and
others are educational — ['ve learnt so many new things from the games I've played.

It’s also @ great opportunity to connect with different people around the globe.

1) Find two problems the writer of Text A has with video games.
Choose quotations from the text to SUpport your answers.

Problem 1

Quotation

Problem 2

o

2) Give one opinicn that Is the same In Text A and Text B, and one that is different.

Same opinion

Different opinion

Section One — How ldeas Are Presented
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Spotting Different Types of Text Spotting Different Types of Text

| Letters and emails are sent to other people

l Articles are in newspapers or magazines I

1) Letters have addresses, a date and a greeting at the top, and a sign-off at the end. 1) They have headlines to tell you what the article is about.
2) Emalls have a 'to’ and a ‘from’ box at the top, as well as a box for the emall’s subject. 2) Subheadings and columns are used to break up the text.
Practice Questions

Adverts and leaflets try to grab your attention

1) Adverts are usually persuasive. They try to convince you to do something.

Look at the four text types below and then answer the questions underneath each one.

2) Leaflets are usually explanatory. They give you information about something. ar
3) Adverts and leaflets both use colours, pictures and different fonts to get noticed. = a‘eﬁs\ng
g 745 ireresting fort Ral
/"—' s, ard logo grab the +
A reader’s attenticn ‘
+
(COEEERSENGKS JE=—————
Cofive Shack i 3 fenib-run e . leaflet fook attractive
baeed in Devors. :;'WM o~ - 1) What type of text Is this? 3) What type of text is this?
fea, 226 :
g i o v 3 cuppa wih e ™= Bullct poinks keep
informaticn simple
and easy to read.
2) Name one feature that tells you this. 4) Name one feature that tells you this.
Websites have specific features |
1) They usually have a search box and links to other webpages. Space Voyage a Success E 3 w: :
2) When you look at a website on the screen, you will also usually see an address bar at the top. e
Abar showing the website’s addres o
b At
A search box
for searching for
information on
Vit i s i s e T oot i e 740 the websie 5) What type of text Is this? 7) What type of text Is this?
5 £100 i sy aveceing 16 e size of the vebich: you
would Bl o M. A cash deposit of £100 s reguised.
o by ik e, Phesasar et These: is a seecharge (o0 - - .
Menu with drivers unidis 25 yeaes ol e e )W‘d.'"k
ks Lo other B 7 o Ltg X
Somac) us fot & oot / ey 1 6) Name one feature that tells you this. Name one feature that tells you this.
page - SEPTR ) i ) i
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otting Presentational Features Syactice Gt

Read the texts below, and then answer the guestions underneath each one.

| Different texts have different presentational features | ®

Noah’s bark to the rescue :,‘,;’;'7,:';,‘:‘:;!‘;5‘3“2:;:

1y pixims Dove: <> g,

1) Texts can be laid out using different features, like headlines, colours and bullet points. A peadeser’ ten
Ve Hiesdge. sl oper
2) These are called pr I or or I fi :—,—‘mm. % contt bave @ed 1 i wasa'l Sur Neoh™
and they make a text easier to understand. D Naried tn ras for thrve Boars Mex Wallics was tikee 5 Heidpsdsle Commvaniy Hosptal

e secend hor Bowse on Rivomade 1 ase.

Whoie s, ookl v dcd i e e
ok 3, she o rappod epeaice. She i ko showl for help. -

3) Presentational features can also affect the way you read and interpret a text.

octerred io Mra Wallao:.

Headlines and subheadings tell you what a text is about 0.8 Name featire A

1) Headlines and titles are always at the top of the page In a bigger font. b)

Give one reason why it Is effective

2) They try to grab the reader’s attention and get them to read the text.

3) Subheadings tell you what a section of a text Is about.

Thes & a headine.

e 4
P e 2) a)  Namep feature B

Man arrested followin; ; Sy
€ waltroe D 1aa Wotesdy. Thc sokes s you what that b) Give one reason why It Is effective

gemstone robbery s b s P R ae section & about.

A man has been arvesied o saspcka of They also break

g a st of prscious oo y plar aarm. up the tad.
maseam in Cumtria.Smon Romwick, 45, was
mﬁnmm-mlmmm oomeacy or 22y i e
m:mup—-m e m:m wmassal 2l B murcwm @ B = i 3) 3) Name pr feature C

robibery was carriod ost 3 .
- the tod easier
o . toread b) Give one reason why it Is effe

There are 2 number of reasons why It's important to check your bank

Bullet points and numbered lists divide up texts @) balance regularly:

1) Bullet points separate Information Into short bits of text so It's easier to read. \ You will have a better Idea of how much money you are spending.
You are less likely to go overdrawn on your account.

. Budlet points
If you have a question, please contact us by: oF: (':;:' 2 You can make sure all your payments have been made.
= Emalling us at flixstationery@azmail.co.uk b ndoration: Ties
- Phoning us on 08081 570 543 ki the vl e You are more likely to notice fraud on your account.

4) a) Name pi feature D
2) Numbered lists can be used instead of bullet points.
b) Give one reason why It Is effective

3) This is usually for things that are in a set order, such as a set of instructions.
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Practice Questions

Look at the texts below, and then answer the questions underneath each one.

] Graphics and captions help you understand a text | Mr C\ecd’
A graphic Is a picture, diagram or chart. It shows you what the text is about. Great value carpet cleaning!
The graphic shows people /| ot s
<learing up the oil Cindomes sadodecion gueesieed.
spill. 1t hdps the reader ®\
Third Oil Spill Hits French Coastline " ™t stuten e, T el
The third o pil in four wedks has hit Graphics also
the north-west coast of France. The o 1 L Tk the text more 1) The text marked A Is In bold. Give one reason why this is effective.
oil was released from a tanker which interesting to read.

ran aground in the Aantic, 30 miles
offchore. Beaches alorg the coast

A caption is a bit of

have been closed to the public while "
Lot that tefls you more
4 e i procest vahes place: about the graphic. It
makes it clear what the
agraphic i aboul. 2) Give one reason why the graphic marked B Is effective.
Colour affects how you read a text
1) Colourful text and backgrounds have an effect on the reader. 3) Why do you think the text marked C Is in Italics?
2) Bright colours make text look more fun.
3a) To show you what the text Is about c) To show It's different from the rest of the text
3) Dark colours create a serious mood sultable for more formal texts.
b) To show that it is informative d) To make It blend with the rest of the text

| Fonts help set the tone of a text HOMEWARE SALE — 50% OFF

weve ax
1) Serious, formal fonts are for serious, formal texts. It your chance to grab 3 great bargain
2) Cartoony, childish fonts are for light-hearted texts, or texts for children. - S0 g 3

3} Some words might be highlighted in bold or in itafics to make them stand out.

. 9 4) |dentify two presentational features In this text.
‘/—_‘N The colour red is connected with danger.
o It ako makes the text stand cut.
The bold Five Top Tips for FIRE SAFETY Feature 1
Ot s ||| © s The graphic hels the reader know what the
T (@ Maka: 2 mction phen 2 ceve o fae - Lot 15 about before they have even read it Feature 2
(5 \% 5w coenthce ot € s beawe: 3 scen
in i This is in itakics to make it look 5) Choose one and give one reason why It is effective.
stand out D fiwo rtco t ngcaf m ht different from the rest of the text.
I the event of o fire dial 999 R S P T
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| Text boxes make text stand out |

Text boxes can be used to make important Information stand out — this makes It easier to find.

2
Questions

Read the text below, and then answer the questions underneath.

BRI ]

New Vacuum Cleaner ‘Air Action 3000’ Set To Launch

Your Company Car

To help you do your job, you will be offered 2 company car. You will be able o The Lt box
choase your car from 2 list of options.  The comparry will pay your fued expenses catches the reader’s
up 10 8000 business miles per year. eye because it
You will be expected 1o keep your When dacidng f you wish to take up the stands out.
car clean and well-maimained. offer of 2 company ar, ploase be aware
We also expect employees 1o drive that i wil be 2 toable benelit. Plaase
safely and carefully a¢ all times. read thiz daqument for more information.

| Tables organise information

1) Tables show Information Iin rows and columns, which makes It easier to understand.
2) Tables are useful for presenting large amounts of complicated data in a clear way.

RCTILN TN AOTTTIYS

| Footnotes add extra information &y e AL LT

= by symbals (lik ik XY S

1) Footnotes appear at the bottom of the page. 'u-m.....A,,,,,‘,f,'};’,“,,',',',’f“);_\;
2) F give i or extra infor without interrupting the main text.

Our business is the market leader This mears there is exira

Bk o o o comiinier gpovig inforimnation aboub tis sentence:
Look for the 1in o keep this positicn.
the ‘°°""‘*"' to —)xg__o,u.‘mkaamu Footnotes are
find the i pramy

usually numbered

S - AR TP TY PP .

Glossaries and keys explain words or diagrams |  Wen W’f;j f:m E

LT P Pt

1) Glossaries contain a list of key words with explanations of what they mean.
2) Alegend (or key) Is a set of labels that tell you what 2 diagram means.

The key tels you what
exch bar represents
g Wi 4 o be
dhear whether there e
e e ricne males or fernales.

Section One — How Ideas Are Presented

You are here: Home > Staff Arca > Nows
search:[ ]

36 Months In The Making
When our design team first presented their ideas for the ‘Air Action 3000” three years ago, some
of us were nervous about such an ambitious project. As a relatively small company, we didn't
know if we had the manpower or machinery to make this new vacuum dleaner a success.

An Uphill Battle Key Features.
Despvteam'rbudmmpbmmmdevdop-gmenewvacwm, * Most powerful vacuum desner
we've got a fantastic finished product that we're ly proud on
of. It's been a team effort, so thank you to everyone involved. = Four-hour buttery life
* RRP £239.99
Predicted Sales

(thousands) The Product Launch

Year 1 120 We've got big plans to launch this product. We're advertising in

Year 2 0 national newspapers and have a big TV campaign planned. We're
Yor3 0 hoping this will help us to sell more than 100 000 units in our first year.

1) What Is the text about?

2) Give two presentational features that the text uses.

Feature 1

Feature 2

3) Choose one and give one reason why it Is effective.

4) Give one other presentational feature this text could use to make the text easier to understand.

Section One — How ldeas Are Presented
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potting

Texts use different techniques to persuade the reader |

1) A direct address to the reader Is when it sounds as if
the writer Is speaking directly to the reader.

2) This makes the text seem more personal, which may help to persuade the reader.

Words such as 'you’
and "your make it
You will never forget your day out at Kentmere Water Park. seem a5 though the
— ted is addresing the
reader personally
3) Rhetorical questions are questions which don't need an answer.
4) They are used to try and persuade the reader to agree with the writer. The RS
50 that the anly
sereble answer & 'no’.
Is it right that footballers are paid such vast sums of money? The writer & trying to
They certainly work hard, but so do nurses and teachers. make the reader agree

with their point. of view

5) Emotive language can be persuasive because It appeals to the reader’s feelings.

The word helpless’ mokes the reader
feel sorry for the animals — this means

Donate just £5 to save these helpless animals.
! that they are more ey to donate.

Adverts often use slogans to persuade the reader |

1) Slogans are short, memorable phrases used in advertising.

2) Alliteration Is used in slogans to make

them catchy and easy to remember. Mickey's Motorhomes —

3) Aliiteration Is when words that are close making holidays memorable.

together begin with the same sound.

The ‘rule of three’ s used to create emphasis |

1) The ‘rule of three’ s when a writer uses a list of three words or phrases in their writing.
2) They do this to emphasise the point they are making.
3) This technique Is often used in persuasive writing.

This list. of three positive

The fllm was entertaining, engaging and touching. adjectives emphaszes the writer's
pesitive feeings about the fim.

Section One — How Ideas Are Presented

Read the two texts below, and then answer the questions underneath each one.

‘.ﬁ Yewbarrow (Castle

Is there 2 hetter way to spend 2 day than explonng Yewbarrow Castle? With s
7 yp hestory and hecarhtzkang dners, then s
something for cveryone to enjoy. The castle is full of surprises, inchading seoret
and hadden doaes — who doesn't like getting lost now and again?
Ymhuﬂn(hﬂknwdlwmhamgndww‘umy{:f:npuﬂ:m
experience our besutiful castle, i beautiful grounds and the iful landscape.

1) Which two persuasive techniques are used In this text?
a) Rule of three <) Rhetorical question

b) Direct address to the reader d) Aliteration

2) Give one example from the text of each technique.

‘Builders of Beautiful Bikes
Here al Billy's Bikes, we specialise in - dream bike. If

3) ‘Builders of Beautiful Bikes’ Is an example of:
a) Rhetorical question c) Aliiteration

b) Direct address to the reader d) Rule of three

4) Write down the names of two other language techniques used In the text.

Section One — How Ideas Are Presented



| Metaphors and similes are used to describe things |

1) Metaphors and similes help the reader to imagine what the writer Is describing.

else.

This: metaphor helps the

| e
The streets were 2 jungle of noise and colour. reader to imagine how
Fvely the sirects were.

2) A metaphor Is a way of describing by saying it is

3) A simile Is a way of describing hing by c ing It to sc else.

4) Similes often use words such as ‘like’ or ‘as’ to make comparisons.

This simile helps the
Your house will be as clean as 2 whistle. reader to understand how
) spotiess their house wil be.
5) Metaphors and similes can gt the writer’s ar and make the text's purpose clearer.
The new Vixen Mop glides across This simile strengthers: the writer's
the floor Iike a skater across ice. argument that it & a good mop —
this makes the text more persussive.

Idioms are commonly used sayings |

1) Idioms are phrases with a set meaning that s different from the literal meaning of the words.

2) For example, ‘It's raining cats and dogs’ is an Idlom which means It's raining heavily’

Follow our training plan and your Sk run will be a plece of cake.
4

'a piece of cake' & an idiom thol mears ey’ The writer thiriks
the run will be casy, not that it will Bterally be a piece of cake.

3) Writers use idioms to make their writing more entertaining and interesting.

The mayor Is In hot water over his comments about parking fees. |

Using the idiom 'in hot water' makes the sentence more
interesting than if the writer had just used ‘in trouble”

Section One — How Ideas Are Presented
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1) Read each sentence and write next to each one whether it is 2 simile, a metaphor or an idiom.
a) The hotel staff did whatever we asked at the drop of 2 hat.

b) The stadium was a cauldron of nerves and anticipation.

c) The film was as dull as a grey aft

Read the text below, and then answer the questions underneath.

Take Fire to the Mountain

“Tomorrow, Lec Nightingale's new novel Toke Fire to the Mountoin will finally be released, and 1am

on the edge of my seat. His last novel, published 16 years ago, had a huge impact on me — it was a.
tormado which hurtled into my life, changing it forever. As 1 wait for his new novel to drop through the
letterbox, | feel fike a child about to open their birthday presents. Nightingale is such a talented author
— his novels transport me to another world. Waiting for a book to be released is like getting ready
to set off on an adventure, and | have a fecling this & going to be a good one. Also, someone has let
the cat out of the bag that Nightingale is working on another novel. How exciting!

2) ‘it was a tornado which hurtled into my Bife’ Is an example of:

3) A metaphor c) Asimile

b) Anidiom d) A rhetorial question

3) How does the language technique In Question 2 help to express meaning?

4) Write down the meaning of the Idiom ‘let the cat out of the bag.

5) Give one example of a simile from the text.

Section One — How Ideas Are Presented



| Writers have their own voice

1) All writers have their own individual writing style. This Is called the writer’s voice.

2) The writer’s voice Is a combination of the language, style and tone of their writing.

Writing can have a personal or impersonal tone |

1) Personal writing sounds like it is talking to the reader.

2) It’s written from the writer’s point of view, so it's full of opinis and It shows

ey Personl wriling gives the wrier's
opinicets — it says what they think.

It uses words like
T, ‘we’ and 'you'

>
1 was delighted to hear that the councll are
golng to Improve the cycle lanes. It means
1 will be able to cycle to work safely.

3) Impersonal writing doesn't tell you anything about the writer’s personality.
4) It Just reports the facts, so it’s usually neutral and doesn’t take anybody's side.

| Impersonal writing doesnt
Some local people have welcomed the <= usally gi"w:'i;’?r*‘;ﬂ'“~
council’s plans to improve the cycle lanes.
| le to work 3 It ds like
it means they can cycle to safely. e wor

e <he', him' and ‘they'.

Writing can have a formal or informal style |

1) Formal writing sounds serious. [t usually has an impersonal tone.
2) Itis used for things like articles and job applications because it sounds more professional.
r— in Beu’ s a formal way of saying ‘instead’.
The substitute goalkeeper had to play In fleu of ‘whio had is a mare formal way of

Xiang, who had suffered an injury in the first half. saying instead of ‘Who'd — shortened
— words arent used in formal writing

3) Informal writing sounds chatty. It usually has 2 personal or conversational tone.

4) It s used for things like letters to your friends or family because it's more friendly.

e |nformal writing uses

M, shortened words and

Don't throw your back out! Make sure your boss gives shing. For example,
you all the right training If you have to Iift stuff at work. it uses the word 'boss’
instead of manager’

Section One — How Ideas Are Presented
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Read the text below, and then answer the questions underneath.

2

3)

4)

lvan and Tania are getting hitched!
We're geifing married on Saturday 1éth July and we'd love you lo comie and celebrale wah us.
Where: 5 Jobn's in fhe Valiey. Pridgeley
When: Dne o'clock
We wani our wedding 10 be 2 really fun 20d relased day. The wedding receplion
# going 1o be in ¥he chorch hall and we're going o have 2 bouney casile and
games $o play oviside. Therel be a barbecue and plenty of food and drink fo
9o around. wed like everyore 1o siay for ihe evening and dance their socks off.
Dress Code: Pleass come in whaiever you feel most comioriabie wearing.
1f jou wand 1o wear jeans, feel fres.
Presents: We're going 1o Mauritius on our honcymoon. we'd be reafly graieful
i you could coniribule 1o our horeymoon fund.
Prease let us woow il you can come by emailing ivanandianiagazmail.co.ux

a) Is the tone of this Invitation personal or impersonal?

b) How can you tell?

The text suggests that:

a) The wedding is going to be serious €) The dress code is very formal

b) The wedding Is going to be casual d) The reception will only be held outside

2) s the style of this invitation formal or informal?

b) How can you tell?

‘Why do you think this style has been used?

a) To make Sanjay feel excited <) It matches the style of the wedding

b) It is a wedding invitation d) To give information clearly
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| An explanatory style tells the reader about something |

1) An explanatory text often Includes technical or specialist language about the topic.

2) It has an impersonal tone and doesn't usually include the writer’s opinion.

The writer wall
oﬁmir\c!ud:
Elderly At Risk Of Identity Theft e ity
Identity theft is on the rise, with i called ‘phishing. Phighing is where
almost 500 people falfing victim to the fraudster to be from
fraudsters every day. Senior citizens are an official institution and sends the
often seen as 'casy targets’ by scammers, victim a fake website, telling them to
as they are less aware of the enter their detads. The fake website
strategies used by onfine criminals. records the victim's details, gving the
common tactic that criminals ue criminal access to their
‘“leun!agwusulda ics The writer gives facts without

staling their opinicn on them.

| An advisory style tells the reader how to do something |

1) An advisory text tells the reader what to do.

2) Clear, simple language makes the instructions easy to understand.

Whisk the eggs and sugar until the mixture thickens. Command words
Then, gradually add flour. Use a sleve to avoid any lumps. are common in

\.—/ eyt

| A humorous writing style makes the reader laugh |

1) Writers might use humour to persuade the reader to agree with their point of view.

2) Writers can create humour using exaggeration, repetition and informal language.

3) Sarcasm is where the writer means the opposite of what they say.
It has a negative tone, so it's often used to criticise something.
The writer uses sarcasm Lo
show that they dont think.
The plans for the new factory are nothing short 4‘—“:"&‘ zgmdxh;
of brilliant — | can't walt for the new bullding to =2
spoll the lovely view from my window. I'll now The wse of exaggeration
have a sea of bricks to look at for the rest of time. <= perades the reader Lo agree
with the writer’s point of view
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Look at the three texts below, and then answer the questions underneath each one.

Start by tumning off the electricity at the
fuse box, not just at the wall switch.

Ensure you let the bulb cool before you
touch it. Push the buib gently upwards
and twist anti-clockwise to remove.

Repiace the builb, then turn the power
back on. Wrap the oid bulb in paper
before putting It In the bin.

1) What type of writing style Is this?

My friend and | went camping
last week. | told him we should
pack insect repellent, but he
insisted we didn’t need it. One
night, a mosquito the size of a
helicopter came into the tent.
We couldn’t catch it and he got
about a million bites. Should've

brought that bug spray...

3) What type of writing style Is this?

2) Name one feature that tells you this.

4) Name one feature that tells you this.

Robots Replace Workers

Robots are appearing more and more
In our day-to-day lives, from robotic lawn
mowers to self-driving cars. Theyre also
entering our workplaces too.

A robot Is 2 machine that Is
programmed to do a specific job. They
can be used for repetitive tasks which

5) What type of writing style Is this?

don't require human decision-making.
Some companies are already using
robots for certain jobs, and many
plan to use them more. For example,
one manufacturing company in

China Intends to replace 90% of the
workforce with robots by 2022.

6) Name two features that tell you this.
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Section Two — Finding Information From Texts

Picking Out the Main Points

1) You don’t need to read the whole text to find the main points.

2) Move your eyes quickly over the text, looking for key words.

3) Key words are things that tell you who, what, where, when, why and how.
4) Underline any key words that you find.

Lions usually five in a family group, which is ™=, The main points from

called a pride. A pride Is often made up of one the text are underlined.

adult male lion and up to six adult female lions. This tells you what the
text is about.

5) Make sure you read the question to see how much detail you need to give In your answer.

6) For some questions, you'll only need the main points to answer correctly.

et

This & the main paint
1) Where is General Mirth's Adventure Park located? ety meeds
General Mirth's Adventure Park is our brand new outdoor
adventure playground for children. ‘You'll find it just off the M27. The detab in this
The park has a 15 ft slide, a climbing wall and 2 glant rope swing. s .'m.:"
Lo answer the question.
1) Each paragraph In a text has its own main point.
2) The most important point is usually In the first paragraph.
What there & o
Grizedale Water Park do at the park is

Grizedale Water Park s the perfect day out for the whole family. e the most important
Visit our huge heated pool with 15 different water slides. Then bit Its in the first
1ake the monorail 1o our award-winning aquarium. Refuel 2 our paragraph.

on-site café or enjoy a quiet stroll round our water gardens.

The second
The park is located in the Lake Districy, near the village of paragraph gives
Crizedale, and it’'s not far from the A590. You can akso get 10 the s
park by imin — just get off 2 Lakeside station.

Section Two — Finding Information From Texts

3
Practice Questions

Read the text below, and then answer the questions underneath.

e P —
Feedinga

A horse’s natural diet includes grass, herbs and weeds. You should give your horse
h:,mwmwimﬂme’slasﬁdngasmdleﬁdnkhmahnh:yﬁed'
(special food) which has the ins, proteins and carbohydrates that horses need.
1f you take your horse on a long ride, or to
mnmﬁamahdm&yﬁe

and keep the bucket clean. Your horse will also need a water trough in its field.

2)

3)

4

5)

The main purpose of this text is:
a) To tell the reader how to groom horses c) To persuade the reader to buy a horse

b) To tell the reader about a horse’s diet d) To tell the reader how to ride a horse

According to the text, name one thing that is part of the natural diet of a horse.

According to the text, what can you feed a horse to give it more energy?
a) Grass c) ‘Feed’

b) Water d) Oats

According to the text, why should you keep a plastic bucket in your horse's stable?

According to the text, what does a horse need In winter?

Section Two — Finding information From Texts
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ail

Read the text below, and then answer the questions underneath.

eading fo

| It's important for some texts to include specific details |

1) While some texts only need to include the main points, others need specific details.

Massive Furniture Sale!

AL Fumnsh y ke d skxshed the prices on all cur leading ranges.
2) For example, a writer might add detalls to a report to make It more thorough or useful. But you'll b::“u::rgomn:g :-:!h: nls‘ prices :ll anly ;‘M::k on gll Z8th

5 - Great Deals
| The layout of a text can help you find details |

Just look at some of the extraordinary deals on furniture you can get at Furnizh Plus:
1) Organisational features like titles and subheadings tell you where to find information.

fem WAS NOW SAVING
2} Use them to decide which part of a text to check first. Sandford Office Desk £149.99 £99.99 33%
3) Then scan that part of the text to find the details you're looking for. Mclnryre Classic Dvesser | £899.99 | £599.99 33%
Brockwell 3-seater Sofa £750.00 | £375.00 50%
; : Subheadi More Offers in Store
Llandiggen Railway show you ,,'E,c i ..h"""
Bold text W Rat — it There are loads maee offers in the store. Come down and have a lock oty £
m;;m s w&c s e for yoursell. Youll find us at 48 Merley Road, Smithsgate Retail Park.
o B ey locand Wil The  watha vary Sportant st 3
Key words Tabway e runs for T milgs. Father Chutstnast Chihon et hor corly to sid the v}
from Liandiggen Statson, next to an meet Father Chrstmas
the Lea River Bridge, to Farron.  on the train and pee 2 prosent. To find information
Wakch out Chetstmas Spachl Times from a Lable, book 1) When Is the sale being held?
for small print 4 Dvcamber 100an | 1200pm | tpm | I0pm along the raw you
with extra 24éh Decarmber 1200pn | 10pn | 100pm ez ot yird
inforrmation. ks Ovcarber | 1030am | 1200pm | 130, ihing el
= on on T 58
\ s s i card pouraey i s ko appreaeneky ¢ bt
2) Name the organisational feature used to present the prices of the furniture.
| The information you need can be tricky to find |
The information you need from a text might be in things like graphs, charts and tables. 3) Which item of furniture Is the most expensive after the discount?
a) Standford Office Desk ) Comfee Armchair
1) What is the most popular after-school activity? b) Brockwell 3-seater Sofa d) Mcintyre Classic Dresser
This is the
d School Activities Most Popular After-School Activities
Hitford School Activities that youre 4) How much did the Brockwell 3-seater Sofa cost before the discount?
This term, many children are = locking for.
deciding to take up hockey as s§5 2 a) £14999 )  £75000
an after-school activity. We are 2 g
asking parents to make sure that 22 2 i:ro- i b) £959 d) £899.99
thelr children have the proper 15 >
equipment to play hockey, such T "““::
as shin pads and gum shields. O Foaial Hodky Rl Neltell "'*1" ol 5) Name one item of furniture that has a saving of 33%.
After School Activity "‘:‘N’l}'

Section Two — Finding Information From Texts Section Two — Finding information From Texts
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ing Information

| A summary is a brief description of the important points |

1) A summary sometimes comes at the start a text, for example In an article.

2) Itintroduces the important points.

This article is about physical education In schools and its

Iimportance to children’s heaith. It will also look at how g
physical education teaches children about teamwork m

and co-operation, which are skills that everyone needs.

3) A summary sometimes comes at the end of a text, for example in a report.

4) It can sum up an argument and give the writer’s opinion.

The first two
Opening 2 new library will mean that we will all have to sentences summarise
pay more councll tax to fund It. However, the educational the main poinks.
benefit of the library will be good for everyone. That Is why
The lask sentence

1 think it would be an excellent idea to open a new library.

s an opinion.

A text might require you to respond to something

1) Different texts will require you to respond In different ways.

2) A text might ask for you to write a ¢ or confirm hil

3) Others might ask you to call 2 phone ber, write to an add or visit a

1) How can you find more Information about adopting an orangutan?

For Just £5 2 month, you can adopt an orangutan and help
pay for the food needed at the orangutan’s sanctuary.

To find out more about adopting an orangutan, please
<call us on 08081 570081.

You need to call the
phone number o find out
more informalion about
adopting an orangutan

Section Two — Finding Information From Texts

Read the text below, and then answer the questions underneath.

L]

2]

£

3)

4)

5)
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Fury Over New Housing

Hendley Council have council offices and jeered
given their support to at the councillors when they
controversial plans foranew  emerged. The protests
housing estate. This  were lad by Greg Fisher. He
has caused out among  said, “This is a disgraceful
the residents of Hendley. decision. Money has won
out over the genuine needs confident we canreach a
The London firm Hythes ) hecple. Thenew  solution that is acceptable to
Housing will build the o = »
multi-million estate  Play areais desperately yone.” She
on the site of the derelict needed for the borough's the development as an
! near 1o St Paul's children.” Mr Fisher went on  "exciting new scheme’ " from
churchyard. Local residents to claim that the councilors _vmld\'everyonewvllbmeﬁl_ 3
had hoped that this site had_dolhlstg\snthe( including local people.’
would be used for a new oy If you would like to have
children’s play area. Councillor Carol Swann  your say on this issue, please
When the decision was  "esponded, “We know that visit our onlfine forum.
j at thirty feelings are running high
‘Who Is going to build the new luxury housing estate?
a) Hendley Councll c) Greg Fisher
b) Hythes Housing d) Carol Swann

Where In Hendley will the new housing estate be bulit?

How can you give your own opinion on the new housing estate?

What does Greg Fisher think should be built instead of the new housing estate?

Write down two things that Carol Swann said about the new housing estate.

Section Two — Finding information From Texts
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sing More ne Text § Practios Questions |

Read the texts below, and then answer the questions underneath.

| You might need to use more than one text | TextA Text 8
1) One text may not give you all the information that you need. m |, BEING HEALTHY

‘Fitter Together' Support Group | | | coking after your heart is really important.
‘Fiter Together’ lets you make friends and get fit

2) Sometimes you'll have to use more than one text to get all of the information.

Here are some top tips for a healthy heart:

1) Each of the texts below suggests something you can do to ym;hbm YOS S ek i ot Wik .5 « Tryanew sport to get active.
ki EYYOre dowa s sgs o each bt safely in the winter, 7 R « Eat frult and veg Instead of junk food.

Alwsys make sure you Driving in Winter Winter Tyres In Stock Now! - Gym buddies for moral suppoart. «  Start walking to work instead of driving.
keep 3 snow shovel in Driving on icy roads in Increase your traction on icy Join now and start getting Fitter Together! It'll help your heart and the environment!
rgrht?y"m winter can be quite tricky. surfaces by buying winter 4

T Always make sure you: Iyman‘-\:xuﬁ(y your
Remember to drive Ina priority this winter. Text C
Righ sear too — K1l stop 1} Check the weather. SR
you skidding on Ky reads. i ~
- e 2 SRR ALMOST A THIRD OF THE UK IS OBESE

3

3

i
~

These are two things you can
do when you're driving in winter.

Thiz doesrit answer the question.
It st about driving safely.

| Look for similarities and differences between texts

1) You could be asked to compare two different texts.

2) You might need to compare:

+ the information they give to the reader

A recent report has identified | Doctors

that almost 30% of adults in the
UK are classified as obese. The
report also states that only 18%
of UK children cat enough fruit
and vegetables cach day.

d roughly
150 minutes of acrobic excreisc
and two strength workouts a
week. They also recommend
cating at lcast five portions of
fruit and vegetables a day.

Experts wam that if pcople don’t
change their cating and cxercise
habits soon, they could be at risk
from scrious health problems
such as heart discase, diabetes
and some cancers.

1) For each statement below, circle to say whether it is true or false.

3) Both Text A and Text B recommend walking to work. True [ False
« the ideas and opinions they express

b) Both Text A and Text C mention the risks of not exercising. True / False

1) G re how Text A and Text B s simifar advice for finding 2 job. ¢) Both Text B and Text C suggest exercise keeps your heart heaithy.  True / False
Text A Text B d) None of the texts recommend trying 2 new sport. True / False

Both texts = "
Nelunseers Needed encourage the S | 3
5 Jout job? iR Searting oun in the workd of work €) All of the texts encourage people to exercise to get fit and healthy.  True / False

Don’t worry — our commitment-free

some helpful tips to get you started:

Well AgnOpps & here to help. / gd,,,md—) doesn't have o be scary. Here are

ok e s s o) Both teds o $am bby into a job. 2) What do both Text B and Text C recommend that Text A doesn’t? Circle your answer.
of 'wsnmafung new. Try them recommend Tey somedhing new by Walk S
Jaee 2 2 2 E) to work Instead of e c In 2
a career you love today. vohmteming o by L ol ysering. ) ) Jonagym

Email agrioppstazmal o for and find sormething™] 3 o
more information. you enjoy. *  Apply for an internship.

b) Trya new sport d) Eat fruit and vegetables

Section Two — Finding Information From Texts Section Two — Finding Information From Texts



ing More Than One Text

| Sometimes you'll be asked how information is put across |

1) It won't always be enough just to spot similarities or differences in what the texts say.

2) You could be asked how information is conveyed (or put across) to the reader.
3) Writers use different techniques to affect the reader in different ways.

4) For example, humorous language might be used to entertain the reader.

5) You might need to compare the techniques used In different texts.

Eowee

1) Which of these statements about the language used In the texts below Is correct?

Do you want to supercharge your CV?
Stop by the Function Room on Mayhill
Rd on Tuesday for a special session on
how o improve your CV and stand out
from the crowd.

Call the number overleaf 1o book your one-to-
one inerview practice with a careers adviser.

“You'll be more charismatic, confident and
calm after just one session!” — Jen, 21

3) Both use quotations to support their points. c) Both use formal language to seem serious.

b) Both use direct address to
appeal to the reader.

d) Both use the rule of
three to be memorable.

| You might be asked to use quotations |

1) Some questions will ask you to give quotations to back up the points youre making.

2) Other questions may ask you to find quotations from the text.

Eowee

1) Give one quotation from each text below to show that both writers
are disappointed with the cancellation of Sports Day.

Text A Text B

Dear Mrs Harvey,

We think you have let everyone down by

cancelling Spors Day. Our children are very
disappointed. If necessary, we will volunteer

time 1o ensure the evem goes ahead.

SCHOOL BULLETIN

Tt is with regret that we have decided to
cancel Sports Day. We cannot adequately
supervise all of the children on the field, as
a unicn strike has left the school with only

60% of its teaching staff this week. Parents of Class 4F
e . lf— \\ske
Quotation from Text A: .1t Ls with vegret” ”t:":z"y
= from the texi.

Quotation from Text B: .. 40w have Let everyone down”.

Section Two — Finding Information From Texts
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Text A
Before Your Interview FneCmm\onim
+ Think about areas of your CV you might be asked about and 1 sy
how you can link them to the job you are applying for. B"!_ : -
+ Prepare answers about your 2 e TR Y
wmmmmmwmﬂ. 3| Not researching the company
+  Come up with some questions to ask at the end about the 4| Notshering you phone
role or the company, eg. ‘How will | receive feadback?” 5 | Arriving late
Text B
Interview Success: Tips
1) Speak Up 2) Read All About it 3) Confidence Is Key
Try not to give one-word Companies like it when you It’s okay to feel nervous before
answers to questions. You show that you've fearnt about  an Interview — it shows that
should always try to add some  them, so be sure to check out  you care. But you need to act
detall to your points where their website. Their history,  confident even If you don't feel
you can. remember to mission and recent projects It, eg. make eye contact, don't
stay polite, and don't waffle. are a good place to start. speak too fast and don't fidget.

2) Which text says that you shouldn't give short answers In interviews?

b) Give a quotation to SUpPPOTt your answer.

3) Which text recommends asking questions at the end of the Interview?

b) Give a quotation to support your answer.

a) Which text says that you should try to act confidently In interviews?

b) Give a quotation to support your answer.

4) For each statement below, circle to say whether it is true or false.

2) Both texts give quotations to support thelr arguments. True | False
b) Both texts use bullet points or numbered lists to split up information. True ! False
<) Both texts use direct address to speak directly to the reader. True / False

Section Two — Finding Information From Texts



o) The Reading Test

Different Types of Question

Multiple-choice questions give you several possible answers |

1) For multiple-choice guestions, you'll be given a range of options.

2) You have to choose the correct option.

3) Rule out the options that are definitely wrong untll you're left with the right answer.

1) Text A includes both facts and opinions.
Which one of the statements below is an opinion?

a) Tom is originally from Portsmouth ~fe—
b) Tom will be In GHJ Books at 1pm <fes—
c) He will be signing coples of his third book ,
d) Tom’s first book is better than his new one

These can all be proved,
=0 they are facts

\ This i the right armwer — it cant be praved, =0 €5 an opinion.

4) Some questions will ask you to decide whether something s true or false.
5) Other muitiple-choice questions might ask you to find more than one correct answer.

6) Always check the question to see how many options you have to choose.

Sometimes you'll have to write out your answer I

1) Questions which aren’t multiple choice will have a space for you to write your answer.

2) Make sure you write enough detail to answer the question properly.

‘ Read the question
carefully. If the

> text has mere than
T get someone to buy something (1) | one purpose. you
= - need Lo work out

U, e el the guilion Spoly Worh e
ark, this answer doesrit give much delail

6) What is the main

of the text? e

the main one.

€) What is the main purpose of the text?

To persuade the reader to buy the product
A N

This answer gives 3 much clearer and mare detailed respose.

The Reading Test
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Different Types of Question

| Some questions will be about vocabulary |

1) You could be asked to identify words or phrases with similar meanings.

13) Which Informal phrase Is used Instead of ‘refuses to tolerate’
won't stand for it )

2) You may be asked to change a word In a quote without changing the meaning of the quote.

14) ‘Greaves Airlines intends to launch 2 new fleet of “superplanes™ in 2028
Glve one word or phrase to replace ‘Intends’ without changing the meaning.

plans o)
'Y
b 3
Youll need to give a woed or phrase that means the same s ntends” in the context of the quote:

SR e i,
= I you're wing a quote, make -
= sure you write down exactly B
what appears in the text -

LT T PATE PRV RATARS

You might be asked to give evidence

1) Some questions will expect you to find the answer in the text.

15) The writer of Text A thinks that progress has been slow.
Give one word or phrase from the text that suggests this.

a snails pace )

2) Others might ask you to make a decision or compare texts.
3) You may be asked to give a quotation or example to support your answer.

16) Compare how Ideas from Text A and Text B about
buying 2 house are conveyed to the reader.

Make sure your answer Includes:

The question ix asking
you to compare the

¥ oo o and give
avidence Lo aipport

* two differences In how these texts put their ideas across " e i

* one example from Text A and one example

from Text B to support each difference. The question is
worth four marks,
(Question 16 = 4 marks) = o you should make
at lexst four points.
The Reading Test
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Practice Questions

Read the text below, and then answer the questions underneath.

‘Whatever sport you do, whether it's
‘) running, football or swimming, It's likely
.2 that you will pick up an Injury at some point.

By visiting a professional sports physio like me, you can
make sure that you'll get fighting fit as soon as possible.

ial in dealing with:
« Strains and sprains — two of the most common sports injuries.
£ | can help you with any discomfort and speed up the healing process.
6 * Back and neck pain — using a combination of hot and cold compresses,
| can loosen up your musdes with a high-intensity shoulder, neck and head rub.
* Joint pain and arthritis — | have lots of experience treating elderly clients and | have

designed a spedal fitness programme so you can keep trim even with reduced movement.

| also offer sports massages, Ideal for warming down after a hard workout session.

1 am fuslly d with 10 years as a physio. | offer professionalism at a rock-bottom price.
Contact me at Mark.Pre@azmal.couk or on 0118 4960111 for a free quote or for more Information.

1) Puta tick next to each statement to show whether it is true or false.

Statement True | False
People who exercise rarely get injured.
Strains and sprains are common sports injuries.
Sports massages are a2 good way to warm down after exercise.
Mark Pitt has been a physio for over 25 years.

2)

‘What Is the main purpose of this text?
a) To persuade you to book a physio session <) To explain healthy lifestyles

b) To entertain people who go to the gym d) To inform you about exercise

3) 2) Give two organisational features in the text.

Or Feature 1

O Feature 2

b) Explain the effect of one of the organisational features.

The Reading Test
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eading Test

Use your time sensibly |

1) Before you start, check the front of your paper to see how many marks
are avallable and how much time you have to write your answers.

2) Divide your time sensibly — spend more time on questions worth more marks.

3) If you're really stuck on a le-choice make a guess.

The most Important thing to remember is:

Make sure you answer the question. Only pick out relevant information.

1) Check each question to make sure you're using the correct text.

2) This is especially important If you're comparing more than one text.
Make sure you give bvo
clear differences between 12) Look at Texts A and B. Give two differences

the organisational e In how these texts use organisational features.
features the texts use.

3) Make sure each point you write Is separate and you haven't put the same thing twice.

You're not marked on spelling, punctuation or grammar |

1

In the reading test, you don’t need to worry about spelling,
punctuation or grammar uniess you're specifically asked about It.

2
3

However, If you copy out quotations from a text, you need to spell them correctly.

Don’t use your dictionary too much. Only use It if it will help you answer 2 question.
4

Answers don't have to be in sentences, but they must answer the question fully.
5

Make sure you pick out the correct information and that your answer is clear.

Prepare well for onscreen testing |

1) If you're doing your test on a computer, try to do an onscreen sample test beforehand.
2) Make sure you know what all the buttons do and how the test works.

3) Ask your teacher or tutor for more information about what your test will be like.

The Reading Test



Text A

English Level 2

Reading
Text Booklet

Time allowed: 60 minutes

Instructions to candidates
+ All answers must be written in the Question Booklet.
+ Do not write any answers inside this Text Booklet.

Information for candidates
+ There are three texts in this booklet:
Text A — article
Text B — advert
Text C — webpage
* You will be tested on all three texts in the Question Booklet.

Advice for candidates
* Read each text carefully before you start answering the questions.

Reading Practice Paper

B ukn "'. ’anal skills _An article about the dangers of drink-driving.

Every year, there are over 10,000 accidents as a direct result of drink-driving.

Around 200 of these people die. Drink-driving p have sky-
— 1I's essential that action is taken and our roads are made a safer place.

1. Drinking alcohol affects your : - - -

coordination, delays your reactions and ! 2. Many people feel sober after |
blurs your vision. When driving, you g drinking “lightly’ and belleve they are |
rely on your reactions, coordination N it to drive, but the truth Is they're
and vision, and If these have been 4 often not. Your age, welght, gender, |
impaired by alcohol, the chance of | stress levels and metabolism all affect

an accident is significantly higher. how quickly you process alcohol, |

meaning no two people are the same.
The legal limit for driving in England,

! 3. If you're caught drink-driving, you Wales and Northern Ireland’ 1s 80 mg |

can expect to be banned from driving for of alcohol per 100 ml of blood, and
a minimum of 12 months and recelve an punishment Is severe If you're found
unlimited fine. You can also be sent to g With more alcohol In your system.
prison for any drink-driving offence, no | M= = —— = .

matter how far over the limit you are.

If you do decide to go out and have a few drinks, make sure
you have planned how 1o get home. Your best bets would be to
nominate a driver (who won’t drink any alcohol) to take you home,
take public transport, or book a taxl and split the cost. Whichever
you choose, remember, drink-driving 1s NOT an option.

For more information on drink-driving, visit our website.

‘Many people who struggle with akcohol addiction arc at particular risk of drink-driving Those
‘who suffer from alcoholism usually have a much higher tolcrance to alcohol than mast people. This
means (hal the effects of aloohol are much kess recognisable than normal. However, its important 1o
know thal even though they don’t foel the offects as strongly, those with akeohol dependence still pose
just as much danger on the roads when they drink-drive and would fail 2 police breathalyser test.
1 you or a loved one is affecicd by akeohol addiction, there are helplines you
can call, or you can visit onc of our RoadZRehab advice contres.
Felicia Sayers, RoudZRehab

Reading Practice Paper
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Text B
An advert for post-exam driving lessons.

Operation Safe Driver

Just passing a driving test is no longer enough. Driving instructors are now recommending

The Organisation for Post-Exam Safe Drivers (OPESD) is offering courses, ranging from a day
to two weeks, that can help to make drivers feel safer on the roads. OPESD courses aim to:

. Help drivers to be confident in a variely of different road condilions,
such as al night, on the motorway, on counlry lanes and in cilies.

Encourage drivers to become more economical. Economical
‘ driving causes less wear and tear on vehicles. This not only

reduces the chance of an accident occurring, but also helps

lower fuel consumplion, which reduces the cost of moloring.

. Make drivers more aware of hazards on the road, like snow
and black ice, and how they can avoid potential accidents.

OPESD are currently offering some spectacular deals on driving courses:

If you have just passed your fesi, we recommend a two-week
inlensive course to boost your confidence and enhance your
road safety skills — our two-week course has been reduced
from £500 to £390. A priceless invesiment for years of safety!

If you have been driving for a few months, but still want
to improve with a fairly quick booster, the weekend

course would be a great way to improve your road safety
knowledge — it's £150 for a 10-hour course.

Confident drivers who have been on the roads for
years can also benefil from our day-long sessions.
These can help to refresh your road skills and keep
you up-to-date with the latest advancemeats in
road safely — book a day session for just £50.

Get in touch to book your course at an unbeatable price!

that motorists should take a course of post-exam driving lessons lo improve their driving skills.

Reading Practice Paper

Text C
A webpage from a driving website.
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A I —

Safe Driving

Learning to drive can be a thrilling
experience. Once you've passed
your test, though, it’s essential that
you continue to drive carefully to
keep yourself and other road users
safe. This advice is all you need to
make sure you stay out of danger.

Keeping things running
It’s not just about how you drive
what you drive is important too.
You’ll need to make sure your
vehicle is roadworthy. Do this by
checking your oil and keeping it
topped up to the correct level.
You should check the level of your
windscreen washer fluid and fill
your washer bottle up before long
journeys. Furthermore, if you notice
anything different about your car,
such as noises you've not heard
before, get it checked at a garage.

Getting a grip

You should also check the tread depth
on your tyres is deep enough — the
legal minimum tread depth in the UK
is 1.6 mm across 75% of the tyre. If
the tread on your tyres is getting close
to this value, you'll need to get new
ones to make sure you stay safe

old and worn tyres mean that your
car takes much longer to come to a
complete stop.

[Subheading 3]

You need to take into account your
physical and mental state when
driving anywhere. Tiredness reduces
concentration, so if you're tired, you
won't be safe to drive and should
rest until you feel more alert. Some
prescription medicines can make
you drowsy, so check the packaging
before driving. Opening your
window can combat tiredness, and
stopping for a rest every few hours
can revive your energy levels.

Staying on the straight and narrow
Attimes, it seems like there’s an
overwhelming number of rules of
the road and many people think
they need only learn the most
important ones. However, they are
vital for keeping you and the people
around you safe. Don't forget to
keep up-to-date with the wealth of
information in the Highway Code.
You can find the Highway Code and
refresher tests online for free.

Reading the signs

Remember — speed restrictions

and road signs are put in place for a
reason, and you should always obey
them — if you are stopped by a pollre
officer, “l didn't see the sign!” isnt an
acceptable excuse.

Reading Practice Paper
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Functional Skills

English Level 2

Reading
Question Booklet

Time allowed: 60 minutes

Instructions to candidates
* Use black or blue ink to write your answers.
+ Write your name and the date in the spaces provided above.
* Read the Text Booklet provided.
+ There are 4 sections in this paper.

Answer all questions in each section in the spaces provided.
+ Cross through anything you do not want to be marked.

Information for candidates

+ There are 30 marks available for this paper.

+ There are 13 questions in this paper.

* The marks available are given in brackets at the end of each question.
* You do not need to write full sentences in your answers.

*  You will not be marked on spelling, punctuation or grammar.

Advice to candidates
* Make sure you understand each question before you start answering it.
« If you have time, check your answers at the end.

Reading Practice Paper

Total Marks

51
Answer every question. Write all answers in the spaces provided.
Section A
You'll need to read Text A to answer Questions 1 to 4.
2) Give two organisational features from Text A.
Feature 1
Feature 2
[2 marks]
b) What Is the effect of these organisational features?
[1 mark]
‘You may use a dictionary to help you answer this question.
Text A says that ‘Drink-driving problems have sky-rocketed recently’
What does the word "sky-rocketed” mean? Tick one box.
A changed O
B greatly decreased [7]
C greatly Increased g
D disappeared O
11 mark]
[Turn over]
Reading Practice Paper
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3  Use Text A to Identify two effects alcohol has on a person wha |5 driving.

Effect 1

Effect 2

[2 marks]
4 Use Text A to Identify two ways a person can get home safely after drinking alcohol.
Suggestion 1
Suggestion 2
[2 marks]

Total for Section A = B marks

Reading Practice Paper
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You'll need to read Text B to answer Questions 5 to 7.

‘WWhat style of writing Is used in the phrase “Improve with a fairly quick booster’? Tick one box.

A

B
c
D

Informal D
Instructive O
humaorous O

argumentative []

1 mark]
Text B contains both facts and opinlons.
a) Give two quotations from Text B that are facts.
Fact 1
Fact 2
[2 marks]
b) Give two quotations from Text B that are opinions.
Opinion 1
Opinlon 2
[2 marks]
[Turn over]

Reading Practice Paper



7 Give two examples of persuasive language from Text B.
Explain the effect each example has on the reader.

Effect 1
2
Effect 2
[4 marks]
Total for Section B = 9 marks
Reading Practice Paper

Section C
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You'll need to read Text C to answer Questions 8 to 12.

‘Which of the following statements from Text C Is an example of bias? Tick one box.
A Follow this advice to make sure you stay out of danger

You should check the level of your windscreen washer fluid

B
C  The legal minimum tread depth in the UK is 1.6 mm
D

This advice is 2l you need to make sure you stay out of danger

)
0
O
0

{1 mark]

Decide whether the statements about Text C below are true or false. Tick the correct box.

False

You should fill up your windscreen
washer bottle before every drive.

The tread depth of tyres should be
at Jeast 1.6 mm across all of the tyre.

Opening a window can combat tiredness.

Speed restrictions and road signs are

advisory and don't need to be followed.

[2 marks]

[Turn over]

Reading Practice Paper
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10 Text C Is from a webpage. Your friend wants to know more about road safety. 12 Text C is divided up by subheadings.
Give two organisational features used In Text C that could help your friend learn more about a) What is the subheading for the section about the importance of tyres? Tick one box.
road safety online.
A Keeping things running O
Feature 1 B Gettingagrip m}
C Staying on the straight and narrow  []
D Reading the signs O
Feature 2 1 mark]

b) Glive a suitable subheading for the section currently labelled [Subheading 3].

[2 marks]
{1 mark]
11 The writer of Text C thinks that taking breaks can make you fee! less tired. Total for Section C = 9 marks
Give two quotations from Text C that suggest this.
Q 1
Q 2
2 marks]

[Turn over]

Reading Practice Paper Reading Practice Paper
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Saction D

You'll need to read Text B and Text C to answer Question 13.

13 Text B and Text C give different ideas about how to be safe on the road.

3) Compare how the Ideas about road safety are different berween these two texts,
using an example from each text to SUPPOrT youUr answer.

[2 marks]

b) Show a similarity or difference In the way that ideas about road safety are conveyed
In these two texts, using an example from each text to support your answer.
BLANK PAGE

[2 marks]

Total for Section D = 4 marks
Total for paper = 30 marks

Reading Practice Paper Reading Practice Paper



&0 Section One — Writing Structure and Planning

Knowing Your Audience and Purpose

1) An audience is the person or people who read a text ST T L
= For more on formal and ©

2) You need to know who your audience Is so you can decide = informal style, see p2B.
whether your writing should be formal or informal. Tuprnrn b e s

3) The purpose of a text Is the reason it Is written. For example, to explain or persuade.

| Find out who you are writing for and why |

In the writing test, use the question to tell you who the text is for and why you are writing It

/— The audience is your friend

Write an email to your friend persuading them to volunteer at a youth centre.
B

o Thi i il o Wil
to volunteer at 2 youth centre.

| Use the right writing style |

Make sure your writing style Is suitable for the audience and the purpose.

The sudience i the quests. The purpase i to tel them sbout the hotel.

‘Write a leaflet for new guests telling them what Is on offer at your hotel.

The style Our hotel has lots to offer. Our fasilities include @ heated putdoor
wrwld llx Swimming pool and satellits Tv. We also provide delicious breakfasts.
formal.

The audience & your friend The purpase & to persuade im b sponsor you.

Write an emall to your friend persuading him to sponsor you.

The style Hi Mark,
would be ==
informal Next Sunday 'me running a marathow for charity...
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1) Write down the audlence and purpose for each of these writing tasks.

3a) Write a leaflet for tourists explaining what there Is to do In your town.

Audience

Purpose

b) Write an email to your councll complining about the lack of recycling facilities in your area.

Audience

Purpose

<)  Write a letter applying for volunteer work In a charity shop.

Audlence

Purpose

d) Write a letter to your boss persuading them to give you flexible working hours.

Audience

Purpose

e) Write an article for 2 newspaper advising people on how to save money.

Audience

Purpose

2) Formal writing Is for people you don't know, or for work and other professional situations.

Informal writing Is for people you know well.
‘What type of writing style would you use for these writing tasks? Circle ‘Formal’ or ‘informal’.

a) A letter to a neighbour asking them to feed your cat Formal / Informal
b) An emall to a supermarket complaining about mouldy food Formal / Informal
c) A fiim review for your local newspaper Formal / Informal
d) An emall to your manager about 2 work meeting Formal / informal
€) An emall to your sister inviting her to your party Formal / Informal
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Planning Your Answer Planning Your Answer

| Make a plan before you start writing | | How to plan an article |
1) Planning your answer will help you put your Ideas in order. Work out your purpose and audience. Think about where the article will be printed.
2) A plan doesn’t need to be In full sentences. Just write down your key Ideas to save time.
3) Make sure you only write down points that answer the question. Write an article for 2 local newspaper discussing plans for a new youth centre.
4) Some tests may give you space to plan your answer, but your plan won’t be marked. ‘\ The audience for the articke & local people
Start with the main facts. Audionce: newspaper readers (formal) Purpose: to disouss

What it i, where it i
s o 1) Youth centre / Herman Road / building begins in Aprit

due o start. 2) Arguments for the youth centre
Use notes to write your mﬂ I /3) Argunents Against the youth contre
1) Work out the audience and purpose and whether you should be formal or informal. Then go into detail about the subject. IF there are two

2) Write down the points you want to include. e b oy g iz — iy

3) Organise your points so that the most important ideas come first.

4) if you're given bullet points In the question, you could include them In your plan. I How to plan areport I
The audience & the counal.  The purpose & Lo inform about the problerms in your town. The purpose of a report Is to give information. It needs to be clear and accurate.
‘Write an email to your council telling them about problems In your town. You are a Iifeguard at a swimming pool. A swimmer slipped on the
poolside. Write a report for the Safety Officer telling them what happened.
h

Audigncs: council (formal) Purpose: inform N e form Linguage for reports.

1) Potholes in road — makes driving dangerous tnjury: brokew wrist, bruised ribs Divide the
M=t important 2) Mot enough strest Lighting — wunsaft at night Cause: water ow poplside — information clearly
paink comes first. =) Littering on pavements — atbracis rats Solution: siftty signs, more frequent oleaning into sections,

I How to plan a forum response or a review

I How to plan |etters and emails 1) The purpose of these text types Is to give your opinion and argue a point of view.
2) Forum responses and reviews can also be used to explain something. AL TR RN
1) Work out who the audience Is to decide if your writing should be formal or informal. = A forum s a webpage =
3) Your first point should clearly explain your main argument. = where prople discuss a =

il 5 3 -
2) This will help you decide which greeting and ending to use (see page 70) S padodu et =

e

4) You'll get better marks If your argument is balanced.

3) Your first paragraph should tell the reader why you are writing to them.
v 5) So remember to Include a point or two from the other side of the argument.
4) The main body of the letter or email should develop your Ideas and give more detail.
The ants shoul K . Use PEE. S
5) The last paragraph should tell the reader what action you want them to take. © Testiof Jou; pomts dlinck W yoi Srgminent s REE = See p66 for -
7) Use persuasive language to convince people of your point of view. = more on PEE. =

AR
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1) Read the following writing task and the example plan for an answer.

| Use your plan to write your answer |

You are planning a day out at a theme park.

1) Put the ideas In your plan Into full sentences. Write an emall to your friends encouraging them to come with you.
2) Use the same order and structure you decided on in your plan. G o ndorival) s T
lence: your friends rm: rpose: persuade / Inform Remnember to
3) Make sure your writing style Is right for your audience and purpose. Detalls ot netl
= What: Day out at a theme park ,/ x,ygﬁ"
AU i, = When: May 22nd — leave at 8 am, arrive by 10 am you tak
Improve your wr iting by Chedd!lg it I 3 M::‘; :.‘J" {:::‘l';'w e'r‘““-‘!h i +  Where: Talltown Towers — directions / take train to Uxley about a new
1) Read over your answer carefully and make improvements. »’,.,...,.....,.,..z“,..’.'f?‘...”.’:‘.f'f.".,..s Anything else bullet point.
2) Don't repeat yourself. Make each point once and take out anything you don’t need. « Bring waterproofs — you will get wet on some rides

= Other friends welcome

3) Check that your spelling, punctuation and grammar are correct.
= Half-price tickets If you book online

| Make sure your corrections are neat ]

1) Cross out any mistakes neatly and write any corrections above them.

Turn this plan into a full answer. Make improvements and add detalls as you write.

breakfast € ™ If youve made 3 mistake,
The hotel serves brekfast from 7 am until 10 am. croes it out and clearly rewrite
the whole word above it.

2) Draw two lines (//) to show where 2 new paragraph should start.

A double srike shows
..great for children. [/ Secondly, there Is a zoo nearby. that you want a new
paragraph to start here.

3) Use the symbol a below the line to add In one word, or a star to add in more than one.

about The star here shows some
| am writing to Inform you the park in * Castlegate. words are missing,
"‘ * tne centre of
This shows that youre 7 ‘\ Use a star to show these are
adding in ‘about’ afler 'you words you want o add.

Write a final draft if you have time |

1) Once you have corrected your answer, you might want to write out a final draft.

2) Keep track of the time you have left. You might not have time for a final draft in the test.

3) Don't panic if you don’t have time — just make sure that any corrections
you've written are clear enough for the examiner to understand.

4) Drafting Is often used in more formal situations, like when you're writing a report at work.
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ing Paragraphs

1) Read this plece of writing about coffee shops.
| Paragraphs make your writing easier to read |
New coffee shops are opening every day In the UK. It Is thought that the number of coffee

Rewrite It underneath with new paragraphs In the correct places.
1) A paragraph 2 groap of sentences. shops will Increase by 50% in just a few years. Some people belleve that the British interest in
2) These sentences talk about the same thing or follow on from each other. coffee began In 1978, when the first coffee shops opened in London. When it became clear
that these shops were making a lot of money, more and more began appearing all over the

3 country. Last year, the coffee shop Industry grew by around 8%, meaning that coffee shops are
| Divide your plan into paragraphs |
now worth £10 billion to the UK economy. However, this growth may not continue. Research
1) You could give each point In your plan its own paragraph. suggests that the number of coffee shops could reach a limit within the next few years.

2) Start with an introduction paragraph. It should summarise what your answer Is about.

3) Make your last paragraph a conclusion. It should sum up your main point.

| Use paragraphs to show when something changes |

1) Start a new paragraph when you talk about a different topic, person, place or time.

2) To show 2 new paragraph, start a new line and leave a space at the beginning.

Leave 2 space to show ifs a new paragraph.

Surveys suggest that Ulrow shoppers are leaving Christmas
Diffcrent shopping later each year. Start a new paragraph on a new line.
PEFON. — Bill Todd, a local shop-owner, said that last year the buslest
day In the festive period was Christmas Eve.

Different / In Barston, the trend Is very different. Similar surveys show
place. that the week running up to Christmas Is their quietest.

3) If you are writing online, you often leave a whole line free between each paragraph.
AT

4) You will lose marks If your writing isn't In paragraphs. Your paragraphs should usually

—  be longer than one =entence. =
Fontr N

Use PE.E. to develop your points |

P.E.E. stands for Point, Example, Explanation. It helps to structure your paragraphs.
A i i ik Give an grampls of your point.

Using an officially registered gas engineer Is important. Each year, hundreds
of people are hospitalised because of unsafe gas work. Nearly all of these
Incidents were caused by unregistered gas engineers not doing a proper job.

Explain how the cxample backs up your point
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ing Emails

| You need to be able to write different text types |

1) In the writing test, you could be asked to write two different text types.

2) Text types are just ways of p ing infor ion, like an email or a report.

3) You will get marks for how you set out your text.

4) For example, you'll get marks for setting out a letter correctly.

5) But don't worry about writing in columns or adding pictures.

6) Remember It's a writing test, so focus on the content and the structure of your answer.

| Make sure the style of your email is right for the audience |

1) When you emall 2 company or someone important, use formal language.

2) You should also use formal language If you're emailing someone you don't know.
3) Emails to family and friends can be more informal.

S I T R gy,

| Lay out emails correctly |
In the exam you'l usually be gven an =

Make sure you Include all the right information. = el ookt b i ok mawer ) =

oo s
w Put the emsil address of the persan youre writing to.

fus ‘Cc' &5 for
sending a copy
Whs e ek
about anyone cke who
should read it
1 bought threg tickets frome ypur website, but | only recgived
two i 4 i i 7
= wo bt post. The tielest reftrenct is 4821351/GF. -l S
ol ad Please chesk, your records and sewd we the third ticket as Lo ume
cormectly N Soow. A< possible. | have definitely paid for the ticket — the paragraphs.
See page mongy has Left g bank, Aecount.
70 for mare Add 3 comma
ane
Androw Kang g — they
need to match

Section Two — Choosing the Right Language and Format

&9
|_Practice Question_§

1) Read this email from a co-worker about the office Christmas party.

E Froen:| harmy.coateserazmail.co.uk
To:| OfficeAll

Helio

I'm organising the Christmas party this year, and I'm looking for some help 1o put it together.
We're holding the party 2t the Armadillo Hotel on Wednesday 21st December. It would be great
if a few of you could help me put up some decorations, book the Df and organise the food.

Let me know if you'd like to help our. Any ideas or suggestions for the pany would be great.

Cheers
Hamy

Write a short reply which:
= tells Harry that you would like to help organise the party
= says how you would like to help out

= gives any suggestions you have for the party

Use the space below to plan your answer. Write your answer on a separate plece
of paper. Make sure your speiling, punctuation and grammar are correct.
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1) You see the advert below.

I Formal letters are for peOPle)oll don’t know ] Mitterdon Community Centre Is 2 local centre where young people can learn new skills,

play sports and engage In team-bonding exercises In 2 safe environment. We are looking for
someone to volunteer to run a sports or craft programme. Please contact Mrs Susan Holt to

1) Start with a formal greeting. For example, ‘Dear Mr Jones' or ‘Dear Sir / Madam”.

2) End with Yours sincerely’ If you know their name, or “Yours faithfully’ if you don. apply. The address Is: Mitterdon Community Centre, 19 Church Street, Stockport, SK8 7DN.
Remember to include any relevant experience you might have and a brief explanation of why
3) Avold slang, exclamation marks and abbreviations. you would be the right person for the role.
- Write a letter to volunteer for the organisation described above. Think about:
| Informal letters are for people you know well

« the layout and tone of the letter
1) Start with the name of who you'Te sending it to.

= why you want to volunteer for this organisation
2) End with something like ‘Best wishes’ or ‘See you soon’.
= suggestions for activities you could run
3) You can be more chatty, but make sure your spelling and grammar are correct.
Use the space below to plan your answer. Write your answer on a separate plece

of paper. Make sure your spelling, punctuation and grammar are correct.

| Follow the rules for writing letters |
There are some things that all letters need.

v =
P s :  addre
rame o the e S
title of the o right corner.
Pyl EX12 ASE
writing to. 1260 Jud

Put the date
Marvager of Loans Department HEE
Local Bawk ddr
address.
’syoldwd
White Copplestone 5
ther full  POvon Usc.thcpawn:.
sdden  EXTAIHF /rum!nfyoubwrt e
Dear Sir / Madam. LT
1 @ writing to yow about the Loan. T iy
1 @m hoping to taRE out. The refertnee wundber is 749057)... et ok
>
Startby | pope this change will net cawse any problems.
3:5-39 PLeRst 12k we oo G this widl b possible go e
you're :
writing,  Yowrs faithfully
Mr Stan S, Sitwell
Wike your full name for formal letters or just your first name fos informal letters ‘
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Writing Articles

| Articles appear in newspapers or magazines |

1) Articles are usually formal texts which explain something to the reader.

2) When writing an article, you may want to persuade the reader to agree with your point of view.
3) Use facts and figures to provide information and to support your opinion.

SV gy

ey

I Articles often include specialist words
1) Some words are only used to talk about particular subjects. = Tum to pi14 for hps”olr;"Z
%, pelling specialist worgs =

dHN 3
AL L TTT PR P mets

2) These are known as specialist words.
3) You might use words like ‘shipment’ or ‘vehicle’ to talk about transport.
4) If you were writing 2 newspaper article, you might use words like ‘eyewitness’ or ‘statistics”

Think about the structure of your article |

An answer to an article question might look like this.

EnPiE

You organised an event for the children In your local community. VA
‘Write an article for a local newspaper Informing readers about the event. needs 3
4
Thefct  Rewarling and Worthwhily """ ol
z"’ﬁ**MuumLugwaganLua»miwwws
Sk is @ tiing but enjoyable exprience. 1t is @ great way You should
ke ok 0 have fun, vaezt new people and gain. Life skills. use specialist
words in
ok @ moment’s vest your articke.
’l d to organise a football t £ for under-12¢.
Wite in My respowsibilities included refertting and Retping Score-
paragraphs Supervising 4€ childron is tiring, espesially as they wore You can
and use formal Ll excited to gek ow the pitch. Awmother volustesr was right quote
lngusge  to.Say, ek VL be miort tired than. the fookballers tonight.” ™ Loople in
Agreat gxperipnet, o
AVt vty o 52t evtrgous come togeter o give tht childron &
S fun day. tlearmt a Lot @bput how tp work with other people. mgl:h
3 paragr:
wpthetat  Got inupived P
|foundwapa{w¢vu5 rding awd t woudd e summary or
weort Young people to volumtezr for similar events. conchusion.
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1) You went to the event below.

Charity Dinner for the Jane Bauer Foundation
©On Saturday 21st September, the Jane Bauer Foundation held a charity dinner
in order to raise money for the local hospital. The dinner Included an auction,
a speech by the head of the Foundation (Mr James johnson) and a raffle with a
selection of great prizes. The event raised far more than its target of £2.500.

‘Write a newspaper article about the event. Think about:
« the layout and tone of your article

» the reason for the charity dinner

« what happened at the event

Use the space below to plan your answer. Write your answer on a separate plece
of paper. Make sure your spelling, punctuation and grammar are correct.

Section Two — Choosing the Right Language and Format



74
Writing Reports |_Practice Question_}

1) Read the article below.

| ‘Reports provide information | Burnham Community Theatre to Close
7 % o It was announced today that Bumham Community Theatre will close to [ Community Theatre
1) Reports give the reader infor and rec about make way for a new car park in the town centre. The Community Theatre. | weekly Schedule
2) They need to be formal and informative. which provides a variety of community activities during the week. has been Day sy
an important part of Burnham for 15 years. The theatre holds a different |4 ey
class oractivity every day of the week. and its Chri imesellsout [T550 Chow pracics
every year. Burnham's theatre-goers will now have (o travel up 10 50 Miles  [Wedneeday | Duwee
| wmmm to see a play. Some residents are in favour of the new car park because it | Thundsy Karsta
2 2 STAEES 2 will create 460 parking spaces and will help to reduce parking p in | Frdey Asrobicr
1) Write an introduction for your report to explain the Issue you're writing about. Burnham. Businesses and shops in the town centre believe that the new car | Sxtrdy "‘":
park will help attract shoppers to the area and boost their sales. ] Ao
2) The main part of your report will summarise the important points about the Issue.
3) In your conclusion, you'll give your advice or opinion about the Issue. Write a report about how the council’s plans might affect Burnham. Think about:
« the positives of the new car park
| mmuw | « the negatives of the Community Theatre closing
— - your opinion about the change
@ & Use the space below to plan your answer. Write your answer on a separate plece
Wite Vs et 2 e oy of paper. Make sure your spelling, punctuation and grammar are cofrect.
an
iniroduction.  New 12pad tw Moattpn Use formal
\m@mﬁumnwmmmwwmmr language and
Youcanme MOAEOW WAL have on Local people. The road is being designed <G parsgraphs
PR to divert traffic awiy frone the centre of Mortton. in reports.
fealures Meatiow treffic — siatistical data
Tke Lables o
_bpm_,*\ Sty of st phesivs | ey
"‘1‘:‘;"‘ Whtput mow o 4300 TFAFHO
Witk now s ] L3 70 Bullet mr‘s
and numbered
You canmip- AdvEmtages of the wow road (PRI
diade your o T wow voad wilk veducct the wunber of cars in. Moatton. for crganising
7o ":';d © Fewer clrs will meam Lss woise and polliction. im the toww.  information.
negatives. -
N\ Disadvantages of the wow road
. * Fewtr people will stop to Shop @t Local busingsses in Moatton.
Seyour . e vond wll be built near to where some people tive
Sy e These people will v next to & woisy and busy road.
the condusion.  Comelusion.
g new road will be @ positive thing for Moatton because
i will becomat @ wicer plice to Live, visit and shop.
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Writing Leaflets

1) You receive the email below from someone you work with.

| Leaflets can have different purposes | | g !
1) Leaflets often provide infor ion about For ple, buying a house. Repiy Tor | yougtasmail.co uk = :
- Subject: New IWBE Teal

2) Leaflets can also persuade a reader to do something. For example, donate blood.
Helio

Id like you to put ogether a leaflet which will encourage people to apply for a job at this
company. Fd like you o provide as much information as possible about the office here,
the area where we are located and the benefits of working for this company.

I KnowwhOYOW'aIKEMB | I look forward 10 seeing what you come up with.

1) You need to make sure the language and style used in the leaflet suits Its audience. All the best
Vikram

2) You might use formal and serious language for a leaflet about fire hazards at home.

3) You might use chatty language for a leaflet persuading readers to visit 2 museum.
Write a leaflet which:

= tells people what the company you work for is like
« gives information about the area In which your company Is located

| The information in a leaflet needs to be laid out clearly | ) SR

@ Use the space below to plan your answer. Write your answer on a separate plece
’Gwﬂlhﬁdalilk of paper. Make sure your spelling. punctuation and grammar are correct.

Lift Heavy Objects Safely

Noucoukle! | 0" ohe o ot heavyy sbiits ot woyke saftlyy i very

Use the first

incportant beoauSe oEhBrwise You cam risk hurting g paragraph

% Your back. A bBack injury cam be viry painful and bgwa

MY could stop you from working for & Long tine. oy of

kSN . ‘ i your leaflet.

Sevon tips tp avoid back injurigs:

1) Work ouck how heavyy the object is. ¢ it is oo
uuvgfwgoutaugmmdawbntouﬁu.

2) Stand elose to the object with your Legs apart.

Youcan =) Bond your kness and keeep your Lower back: straight. ::W
break up the  4) Breathe ok as you Lift the objest FEEEER
momen| 8 Ymmmmgwsmwmmmwuy bingusge.

RFEED £) o not twist your body when yow arg Lifting. T

rumbered F) Do ot drop or throw anything that you are lifting. =

fsts.
i yyou Sucffer frome back, pain. then ploase spealktp <= information
Mmmmuﬁkww as possible.
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Writing Persuasively

| Persuasive writing convinces the reader to do something |

1) You need to be persuasive In a lot of different types of writing.

2) If you're writing an email asking for sponsorship, then you need to be persuasive.
3) In a letter of complaint you might try to persuade the reader to give you a refund.

4) You might need to write persuasively to get someone to take part In an activity.

Explain why the reader should do what you want them to

To be persuasive you need to give why should do

You should donate £5 a month to the ‘Bulld a 24
This gives the

Well’ foundation because your money will provide g, %l
clean and safe water to hundreds of people. ?:3;:‘““‘ 4

Persuasive writing makes the reader feel something I

1) Use descriptive words In persuasive writing.

2) These descriptive words can make the reader feel a certain emotion.

These words
make the reader
These animals are forced to live in appalling conditions. fed angry.
Thelr cruel owners don't feed them properly and keep
them in tiny cages. You can put a stop to this.

3) Using words like ‘you® and ‘your' Is called direct address — It makes a text more persuasive.

4) This is because it sounds like you are talking directly to the reader.
5) Words like ‘we’ and ‘our’ have a similar effect.

These words
make the reader
We need to take action and reduce the amount of single-use feel snvolved.
plastics we throw away. Even by making small ifestyle
changes, like using paper straws or reusable bottles, wé can
have a real impact on tackling the current environmental crisis.

Section Two — Choosing the Right Language and Format

jce Question

You want to enter the competition below.

A Deserved Break
Here at Relax Holidays, we're giving away a free seven-day holiday to Barbados to whoever we
think really deserves a break. So, If you're someone who works really hard and has no time to
relax, or someone who has gone through a tough patch and needs to get away from It all, get
in touch. Write us a short letter, and give us plenty of reasons why you think you deserve a
break. Who knows, you might get that break you deserve.

Contact us at: Relax Holldays, 4 Mill Street, Holloway, London, N7 7DE

Write a letter to persuade the staff at Relax Holldays to award you the free holiday.
Remember to:

+ think about the layout and tone of your letter
= give reasons why you should be chosen

Use the space below to plan your answer. Write your answer on a separate plece
of paper. Make sure your spelling, punctuation and grammar are correct.
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ice Question
1) You read the comments below on an internet forum.
; 7 - - ("
|_Sometimes you'll need to give your opinion | @) 57 C X [ enveotonm..

= Youll usually have to give =
your opinion if you're =

i - IMembers — have your say! [ CIIEIT
esponse Lo a forum.
"IIIH|l||l|l)‘ll'lllll“'i"\ M”h.nmmh.m . 7

| @ | Katie Site Moderator Posted: 8¢h April 21:27

I think there should be a law that Imprisons people for not recycling properly. it's
so easy to recycle these days, and it's only selfish people who don't bother tc do It.

1) You may be asked if you agree or disagree with something.

2) This means you need to give your own opinion.

Give evidence to support your opinions | We've all got to share this planet, and If people don't recycle, then they'll ruin it for
everyone else. A month or two in prison will quickiy stop people from being selfish
1) Your opinion can’t be right or wrong. and-miake e recycle.
2) However, you have to back up your opinion with evidence.
This is the
Parents, not schools, should be responsible for writer's opinion. meime bt e p L o R
teaching thelr children to read. Children learn T i i Ali Forum Member Posted: 8th April 21:42
‘more quickly when they are taught one-to-one.
to support the I think that Imprisoning people for not recycling Is a foolish Idea because recycling
wer s opmuort Is 2 waste of time. It makes no difference to the world If | don't bother to recycle.
3) Your opinion will sound more convincing If It's supported by evidence. Nobody will notice if 've not carefully sorted my cans and my plastics Into
seventeen different containers. We should all spend our time doing something
more productive, such as gardening or knitting.

Write your own comment for the Enviro Forum giving your views about whether people should
be sent to prison for not recycling. Do not just repeat what has already been sald — try to come

| You mlght find it difﬂcultto Pk*m o”n'on | up with your own ideas. Use the space below to plan your answer. Make sure your spelling,

punctuation and grammar are correct.

1) It's fine to argue both sides of an argument.

2) You should try to reach a conclusion In your answer though. This & e g
1€s n faveur of the

1 think that the new supermarket will bring / new supermarket.

Jobs to the area and cheaper prices for food. This i another opinion.
Unfortunately, It will also bring more traffic, and 1 oppased to the new
1t will force local businesses to close. As a result, supermarkel.

| am against the new supermarket, because it will

o, Here the writer has
bring more negatives than positives to the area. ‘ d s opanion
ower the other.

3) Even If you disagree with someone, your language should be polite and respectful.
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Using Sentences Using Sentences

[ Always write in sentences ] | Use the correct articles to be specific or general ]

1) You get marks for using full sentences In the writing test. 1) Articles are the words ‘a’, an’ and ‘the’. They go before nouns.
2) Only use notes In your plan. Turn your notes into full sentences when you write your answer. 2) A’ and ‘an’ are used for general things:

They want any

| want a banana. .wl:.ﬂ-;k-'» want an apple.
A sentence must make sense on its own 3) The'Is used for specific things:
_ They want 3 particular
1) Every sentence needs an action word and somebody to do it. | want the ripe banana. <= and apple == | want the green apple.
2) A verb Is an action word. It tells you what happens In a sentence.
This & the verb.
You use ‘an’ and ‘@’ at different times ]
fri reads ewspaper.
Hy fnend e ROk 1) Use ‘an’ when the next word starts with a2 vowel sound — e.g. ‘an apple” or “an orange’.

2) Use ‘a’ when the next word starts with a consonant sound — e g. ‘a banana’ or ‘a lime”
3) A sentence needs someone or something to ‘do’ the verb.

3) Be careful — some words are spelt with one letter but sound like another.
4) Other parts of a sentence can tell you when, where or how the action happens.

4) For example, ‘unlverse” sounds like ‘you-niverse', so you use ‘a’ instead of ‘an’.
where when how

o [ l‘

doing the adticn. 3% ‘The man goes to the shop every day on his bike.

! 1) Underline the verb In each sentence.

5) They can also show who or what the action s being done to. 3) We arrived at the restaurant early.  b) Everyone likes chocolate milkshakes.

The visiting was ‘done’ 2) Underline who or what is doing the action In each sentence.

| visited my neighbour. T to the neighbour. 3) Rabbits often eat garden plants. b) The supermarket is open all day.

3) Underline when the action happens In each sentence.
a) He went to work early. b) She goes swimming on Tuesdays.

l Make sure your sentences are mght to the point | 4) Underline where the action happens In each sentence.
3) We often go to an ltalian restaurant. b) | visited the art gallery last week.

1) Make sure your sentences aren't too long or confusing.

2) If a sentence is too long, consider splitting It into two shorter sentences. S) Choose ‘3’ or ‘an’ to complete these sentences.

T soukenes = a) Therewas ... unusual smellin the kitchen.
| think that people should eat more fruit because it will quite long and
make them healthier and It could also help them live longer. difficult to read b) Imiookingfor new hairdresser.
c) There’s .. antinmy tea.

| These serlences are much
I think that people should eat more fruit because it will ” p— A
make them healthier. It could also help them live longer. | Swoa o The wes d) Theygave therestaurant one-star review.

have been spit up.

€) Hewllibereadyin
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Words to Add

| Joining words develop your writing |

1) Joining words connect parts of sentences together.

2) You can use these words to join two separate sentences together:

for and nor but or yet so

Mike likes football. Bea likes rugby. s=sgm Mike likes football, but Bea likes rugby.

3) You can use these words to join the main part of 2 sentence to 2 less important part:

untl although if because ‘while after

“because | Bke clother’ & just an adra
| enjoy shopping because | like clothes. P SR T B

4) Using Joining words In sentences will make your writing more interesting.
5) This will help you pick up marks in your writing test.
6) Don't overuse joining words — too many can make your sentences long and difficult to follow.

‘And’, ‘because’ and ‘so’ add another point |

Use "and', ‘because’ or ‘so’ to add more detail to a sentence.

Amy is happy because she won the lottery.

Jake Is getting fit, 50 he goes jogging every night.
o

™ becaune’ and " introduce explanalions.

‘But’ and ‘or’ disagree with a point

1) Use ‘but’ to disagree with something that's just been said.

Oliver usually has toast for breakfast, but today he had cereal. I

2) Use 'or’ to give an alternative.

We could go shopping tomorrow, or we could go bowling. '
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2)

Choose ‘and', ‘or’, "s0’, ‘because’ or ‘but’ to complete these sentences.

a) lwilleitherbuyaTshirt ___ some trousers from the shop.

b) Icantcometothemeetingtoday I have a dental appointment.

c) 'mgoingtocutthecake intoslices ___  that everyone gets some.

d) They would have come over, they already had tickets for a play.

e) He couldn't decide whether to wait for her 3 ....... leave without her.

f) She'salways loved bakingcakes ___ knitting.

g) Youcantputthatglassthere it wilfall off and break.

h) Ted wanted to win the singing competition, ____ ... he practiced every night.
Your friend has asked you to go to a restaurant for dinner on 2nd February and

then go to a concert afterwards. He has suggested you go for dinner at 7 pm so
that you can get to the concert for 10 pm (when it starts). You would ke to go
for dinner, although you have to pick your brother up from work at 10:30 pm.

‘Write a short reply to your friend, explaining why you can only go for dinner.
Use the joining words ‘so’, If', *because’, ‘until’, and ‘but’ You don't need to worry about layout.
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Using Joining Words to Link Ideas Using Joining Words to Link Ideas

| Joining words can help structure your writing | | Use ‘for example’ to add an example |

Use joining words to link your sentences together to make paragraphs. S Use ‘for example’ to back up your point.
a
therefore make You could ako wse
this paragraph Yor irstance’
| agree that traffic Is a problem on our roads, but drivers need to use ﬁ,,?b,;l:f' Owning a pet can be expensive — h"
thelr cars to get to work. Therefore, | am against the ban on cars. there can be quite a lot of costly vet's bills.
Practice Question:
I Use ]Oinlng words to Put yoll" polﬂts in (x'der I 1) Choose ‘therefore’, ‘for example’ or *however’ to complete these sentences.
1) Use firstly’ to introduce your most important point. a) |broke my leg. , | couldn’t play football.
ROt
= Firstly’, secondly’ -
= ’ : = b) It was very rainy. , It was still quite warm.
Firstly, | think the most Important issue Is obesity... = and Finally’ are ) ¥ rainy. R q
= usually only used
= in formal texts. - c) 'marealiybadcook. . loncesetthe oven on fire.
"ul||lll||lln|lnll‘:
2) Use 'secondly’ to make your next point. d) The tyres need changing. .. .. the forry Isn't safe to drive.
You could use in ; G 5
o . I i g = in.
Secondly, another Issue Is PE. In schools... addition! or Yurthermore €) | want to go somewhere warm on holiday this year. ..............._.., Greece or Spa
instead of ‘secondy’
f) Hewasangrywhenhegottowork. ... ... ., hecheered up later In the day.
3) Use ‘finally’ to round off your argument.
) 4 ds 2) Use ‘firstly’, ‘secondly’, ‘therefore’, “for " and 'h " to complete this text.
You could wse in
Finally, | want you to make school meals healthler... concheion’ or therefore” , the main argument for banning mobile phones Is that they can be harmful
irstead of ‘finaly’

and cause all sorts of problems. _ , If they are used while driving, they can lead to

road traffic accidents.

Use and mfore I devek» yOIl‘ wrltlng | 1 mobile phones are bad for your health. Some reports suggest that

1) Use ‘therefore’ to explain a result.
texting could cause arthritls.
2) ‘However can be used to disagree with something that has Just been sald.

You could alo use ., moblle phones have become an Important part of everyday life, and
“conequently’ or
Litter 1s a big problem. Therefore, | think more needs to =gl they help people stay In touch with their friendsand famity. _____ [think we
be done about it However, graffit! Is an even bigger Issue. You ko

e 'all.'u.:u‘gh"ov should think carefully about how much we use moblle phones, and try to avold using them

where possible.
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Using Different Verb Tenses Using Different Verb Tenses

I A verb is a doing or being word | |'Usedrepasttanset.osaywhatinsalreadytnppened |
Verbs tell you what something does or is. 1) Most verbs need ‘ed’ at the end to make them Into the past tense.
Jane manages the store. Jane Is the store manager. ask s | asked l talk === they talked l
A »®
This is a ‘doing word. This & a ‘bang woed.

2) If the verb already ends In ‘e’, just add a ‘d’ to the end.

bake s she baked ‘
Use the present tense to say what is happening now |

Most verbs In the present tense follow the same verb pattern:

IF youte wriling

*
Bk T ! cook he | cooks i josiod g Not all past tense verbs add ‘ed ) R
v M you cook she cooks about. e, ‘she’ o Loe s by T 0, she and
you dont need to % you need -t add 1) Some common verbs act differently: Use "were’ for 'you, ‘we' and ‘they".
change the verb. we cook It cooks i the nd o /
the verb.
they cook
Verb Past Tense Verb Past Tense
to do did to be was | were
to have had to go went
Thee are just a few
to see saw to make made b
exarmpl vere are
How you change the verb depends on who is doing it ] e = = = ather verbs that act
= GFercrily Lo
Use the verb pattern to work out the correct ending. to take took to think thought
| cook the potatoes. She cooks roast beef. ’
| 2) Some verbs don't change at all in the past tense:
The verb Lable shows that you don't need to You need o add an s to the varb
change the verb when youre writing about - because you're Lalking about ‘she. put cut let set cost hit I
'l '
They sell cars. It sells grocerles. J J
He cut his finger yesterday. I ‘We hit our targets last month. ’
You den't need to change the verb You need to add an ' to the werb
when youre writing about they’ because you're talking about it
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Using Different Verb Tenses

| Use ‘have’ to talk about recent actions |

1) To talk about recent actions, you need two parts.

* The first part Is ‘has’ or ‘have”.
« For most verbs, the second part Is the same as the normal past tense.
2) Use ‘have’ with ‘T, ‘you', ‘we' and ‘they’ Use ‘has’ with ‘he’, ‘she’ and “it"
This uses have' Lo talk aboul the recent past.

¥

They have walked

This i the past terse of ‘walk.

They walked | He has walked |

3) For some verbs, the second part Is different to the normal past tense:

Verb with ‘have’ Verb with ‘have’

to do has / have done to go has / have gone

to be has / have been to write has / have written
to see has / have seen to take has / have taken
They took They have taken | She has taken ‘

| There are two ways to talk about the future |

1) Talk about future actions by using ‘am’, ‘is’ or ‘are’ and the verb ‘going’.

This is the e
13m going to sing. ,_u':':;"t,m We are going to drive. T::o:l“ L?ﬁ
verb lo be.

2) Or you could use ‘will" with a present tense verb.

‘We will dance. They will come.
|

You will cry. ’
A

The ‘will' part doesnt change. The only b that changes & who will do the action.
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Using Different Verb Tenses

Stay in the same tense In your writing |

1

2)

1) All the verbs in your writing need to be consistent with each other.

2) This means verbs that are in the same sentence usually need to be In the same tense.

"Woek! and 'is" are both in

the present temse — they
agree with each other.

| work in London where it is very busy and noisy.

When they went to Parls they visited the Eiffel Tower and speak French.
4

"Wenk' and "visted are both in the past
tense — they agree with each other.

Speak’ i in the present Lense, 5o the sentence
doesrit ke serse — the verb should be ‘spoke’

Practice QUESﬂ
Rewrite each sentence In the past tense. Use the normal past tense (not with “have’).

a) She has pasta for dinner.

b) Isee a field of sheep on the way to work.

c) We go to the festival.

Rewrite these sentences to be about the future. Use ‘will’ In your answers.

a) | made an apple crumble.

b) He came to football practice.

c) They were angry.
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| Modal verbs change the meaning of a sentence |

1) Modal verbs can show how likely something Is, your ability
to do something, or whether you need to do something.

2) They come before the main verb and change the meaning of the sentence.

The woed ‘could shows the posibity
‘We could buy another photocopler. I‘— of niying another photocopic:

3) Here are the main ones:

can could may might shall should will would must

| They can show how possible or desirable something is |

1) Modal verbs can be used to show how possible something Is:

Thi= sauggets that there & a small chance of it

The business trip might be fun. g K = yiar o) e e ol .

This suggests there & 3 high chance of

The business trip should be fun. it being fun, but it &t certain

This suggests that & willdefiniely be
The business trip will be fun. +" — you could e shall rctesd

2) They can also show how much someone wants something:

Using ‘would with ke’ suggests that they
| would Iike to speak to her. wan o spesk to ber, but ifs not eentisl

Should suggests that they feel s

I'should speak to her. 2 hat they speak ko her.
"Musst shows that they really
VD speak to her: 1 el i s s

| You can make most of these verbs into negatives |

1) Here are the main ones:

can't couldn’t shouldn't won't wouldn't mustn’t

2) These negative verbs are the informal versions.

3) Formal versions just use ‘not’, e.g. ‘might not’ or ‘shall not".
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3

4)

Underline the modal verb In each sentence.

a) Damien might get an invite to the conference If he's lucky.
b) Ican play the piano, but | play the violin better.

<) Don't worry, | shall make sure | tell them tomorrow.

d) It should not be too cold, but take your coat just In case.

Circle the optlon that best fits In each sentence.

a) |need some more paper, so | can / will go to the shops tomorrow.
b) She would / will go to the party If she was allowed.

c) | might /| must remember to turn off the oven or the food will burn.

d) He was late and so couldn’t / mustn’t make the meeting.

Use 'might’, ‘must’, ‘could® or ‘should’ to complete these sentences. Use each one once.

3} YoU oo G0 2 criminal record check before you can apply.
b) It's likely to rain at the construction site, SO YOU ..o DFING 2 CORE.
c) Shelley _. .. fix the car herself, but she decided to take it to the garage.

.. start an apprenticeship, but | haven't decided yet.

Write a sentence of your own for each of the verbs below.

a) can

91

b) won't

<) would

d) mustn't
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Common Mistakes With Verbs Common Mistakes With Verbs

| A verb must agree with the person doing the action I | ‘Don’t’means‘donot'and‘doem’t’meam‘doesnot’]
1) Check who is doing the action to work out If the verb should change. 1) Use ‘don’t’ with T, ‘you', ‘we’ and ‘they’.
“James and I' mears ‘we’. There is more than one person ‘doing the adion. 2) Use ‘doesn't’ with ‘he’, ‘she’ and ‘it’

T Never say ‘we was'

A % This docsrit. make
James and | were upset. == We were upset. nrjwi“ b "‘:': 1 don't want to leave. He doesn't drink coffee.

James’ mears e There iz only ane person ‘doing’ the action. This i shoet for 1 do nof. This & short for He does not’.
™ %o be becomes ‘was'
James was upset. === He was upset. when e, e’ oe it &

i |_Practice Questions |

2) To say ‘there is’ or ‘there are’, use the right ‘being’ word to match the person.

1) A verb in each of these sentences is wrong. Rewrite the sentence without any mistakes.
Use s’ for one
There is one team leader. Use V:;"p:‘@r There are two team leaders. a) There are one cat.

more than ont. s @ W —————————

b) Priya don't work on Mondays.

‘Been’ and ‘done’ always go with ‘have’ or ‘has’

Always use ‘have’ or ‘has’ when you write “been’ or ‘done”. €) We was on the train to London.
| have been Il this week. He has done the cleaning.
d) The men have being on holiday.
You can't miss out the have' part. You can't miss cut the has’ part.
'l beeri dossn't make semse. ‘He done’ dossn't make sense.

2) Rewrite each sentence so that it makes sense.

Don't confuse ‘could’ve’ with ‘could of’ 3)  She might of broken her leg.
1) Always write ‘could have’ Never write ‘could of ' because it doesn't mean anything.

2) It's the same for ‘might have’ and ‘should have’

b) They could of cleaned the house.

He could have watched the match. He should have recorded It. ’

6 v oo e Nen ot s condhd o i ‘il s ©) 1should of gone with him to the bank.
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Punctuating Sentences

1) Use capital letters and full stops to write these sentences correctly.
You might need to write two sentences Instead of one.

| Every sentence should start with a capital letter |

1) Every sentence should begin with a capital letter.

a) the trees In scotland were about 50 ft high

The supermarket Is always open.

Libraries are quiet places. |
b) on monday she slipped and fell over crossing the river

2) Some words begin with a capital letter even In the middle of a sentence.

Friday May Leeds Spain Tim Smith
Nt

.
Days of the week and Names of places, ke Names of pecple. Nover wiite T/—
months of the year. aties and countries. abways use a capital

c) hiking isn't much fun with the wrong shoes

He said | was kind.
£

d) | don't know where he Is he might have gone shopping In manchester

Most sentences end with a full stop |

1) Use a full stop to show that your sentence has finished.

e) polar bears are known to be violent | hope we don't see one
The fridge was shaking. He looked behind It.

2) Use an exclamation mark If you're saying something really amazing.

| realised it was about to explode! +—- This exdamation mark shows shock and surprize. f) she advertised his sofa In the newspaper she sold it for £100

how beautiful the sursd was.

What a beautiful sunseel #_ This exdlamation mark emphasses

3) Try not to use too many exclamation marks. If youTe not sure, use a full stop instead.

2) Use a full stop, an exclamation mark or a question mark to end each sentence correctly.
4) You should also avold using exclamation marks in formal writing.

a) Why are there so many horror films out at the moment

b) [t turned out that his own brother was the villain___ That surprised everyone

| Questions end with question marks

1) A question should start with a capital letter...

c) We went to see the football last night____ The second half was amazing___

d) That’s awful .. We should do something about It.._...
2) ..but it should end with a question mark Instead of a full stop.

e) How can you like that band___ | don't think they're any good___
Une:a quistion mork here:
Is he angry? You donit need a full sop as wel. f) They've sold more records this year than fast year____ How have they done that___
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| Commas separate things in a list | | Extra information can begin or end a sentence |

1) Commas can break up lists of three or more things.
2) Puta comma after each thing In the list.

3) Between the last two things you don’t need a comma. Use "and’ or ‘or” Instead.

You don't need 2
Today | ate a banana, a pear, some chocolate and a sandwich. comma here —
4 '} use ‘and instead.

Commas split up the information so it's exsier to read

S,

¢S more sbout

Commas can join two points |

words an zm.:

1) Two sentences can be joined using 2 joining word and a comma. ,,{‘,”.':“” % &
YA i

2) Joining words are words like ‘and’, ‘but’ and ‘so’.
3) The comma Is added before the joining word to show where the new sentence begins.

AV,
= Dont use too many commas. -
= Shorter sentences separated with =
ull stops are easier to understand. =

R A T T T T L T

| was thirsty today, so gank lots of water.

The comena and ‘s’ join the two sentences together.

Commas can separate extra information |

1) Extra information in 2 sentence can be separated using commas.

2) Extra information adds detail, but you don’t need it for the sentence to make sense.

The restaurant, which was open all night, had great-value meals. \
.

" Nt T i S U Bt

3) To check if you've used these commas correctly, remove the words inside the commas.

| If the sentence =il
rmakes serse, then you're
using thern correctly

The restaurant had great-value meals.
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1) Sometimes the extra information can come at the start of a sentence.
2) In this case, you only need to use one comma rather than two.
The first bit of the sentence & extra

information — it’s separated from the

When he had chosen a car, Chris signed the contract. ’
second parl with 3 comma.

3) The extra information could zlso come at the end of the sentence.
4) In this case, you don't need to use a2 comma to separate the two parts of the sentence.
When the exira information

comes after the main information,
it doesnt need a comma.

Chris signed the contract when he had chosen a car.

1) Correct these sentences by putting commas In the right places.

a) You need to add cinnamon nutmeg and vanilla to the cake mix.

b) The cat which looked llke a stray was very friendly.

c) James Injured his shoulder so he couldnt go bowiing.

d) The bookshop sells blographies thrillers and romances.

e) Although the cnema was full 1t was completely silent

f) Would you hke chocolate chip vanifla or strawberry ke cream?

g) They were going to go to the concert but they missed the bus.
h) Alex johns who was my best man never made it to the wedding.
1) Our team reached the finals so we went out to celebrate.

D | want chopped onlons lettuce peppers and tomatoes In my sandwich.
k) Jm and Maher were going to London but they changed their minds.
) The flat-pack table which had Instructions with it was easy to bulld.

m) The café which sold lots of different types of tea was very popular

Section Four — Using Correct Punctuation



100

Using Apostrophes

| Apostrophes show that letters are missing |

1) An apostrophe looks like this — .

2) Apostrophes show where letters have been removed.

The apertroplie The apoitrophe
weare s we're shows that the IR ] shaws thot the ‘w
2 of are’ has and T of “will’ have

been removed. been removed.

| Apostrophes show something belongs to someone |

1) Use an apostrophe and an 's’ to show that someone owns something.

The spastrophe and the * show

The car belonging to Ruth === Ruth’s car tht the car beongs o Ruth.

Even i a word endk in %, you

The gym belonging to Mr James === Mr James's gym il add n apstrophe nd an ¥

2) Ifaplural ends In °s’, you just need to add an apostrophe to the end of the word.

The buses’ schedules are new. \

3) Ifa plural doesn't end in 's’, you should add an apostrophe and 's’.

The men's tollets are locked.

‘it’s’ and ‘its’ mean different things |
1) ‘It's’ with an apostrophe means ‘it Is" or ‘it has’.
2) The apostrophe shows that there are letters missing.

1t is time for lunch. s It's time for lunch. The apastraphe shows that

the 7 is mising from ‘i’

3) ‘Its’ without an apostrophe means ‘belonging to It’.

The dog loved Its new toy. The shop was changing Its name.

This showe: that the tay This shows that the name
bekongs to the dog. belongs to the shop.
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Using Apostrophes

Don’t use apostrophes for plurals I

1)

2)

Never use an apostrophe to show that there’s more than one of something. This i wrong.
two phones NOT  two phone’s I some ducks NOT  some duck’s
Practice QUSﬂ

Shorten these phrases by putting apostrophes In the correct places.

a) d)y ‘xonldmor:. .
b) o) JOUMST s
4] | would 32 £y, ddgor: oo E o

Rewrite these sentences using apostrophes to show who owns what.

a) the car park belonging to the office

b) the sweets belonging to the child

c) the fingerprints belonging to the burglar

d) the uniform belonging to the nurse

Circle the correct word to use in each sentence.
a) It's | Its not surprising that it’s / its fallen over.
b) The team won it’s / its final match. It’s / Its unbelievable!

c) It's / Its so nice to see your cat and it's / its kittens.
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Using Apostrophes

| Apostrophes show that letters are missing |
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Using Apostrophes
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Rewrite these sentences using apostrophes to show who owns what.

a) the car park belonging to the office

b) the sweets belonging to the child
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Circle the correct word to use in each sentence.
a) It's | Its not surprising that it’s / its fallen over.
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c) It's / Its so nice to see your cat and it's / its kittens.
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Inverted Commas and Quotation Marks Inverted Commas and Quotation Marks

| Inverted commas and quotation marks come in pairs |

1) Inverted commas look a bit like apostrophes €y, They always come In pairs.

2) One goes at the beginning of 2 word or phrase, the other goes at the end.

“Trainwatching” is a great song. ' Have you seen “Darkshine®? I

Theré's an imverted comma at the
beginning and end of the word.

Quoted speech needs to be punctuated correctly |

1) Always start the first word of speech with a capital letter, even If it's in the middle of a sentence.
2) If your sentence ends when the speech ends, put a full stop before the last quotation mark.

The first word of speech
I begrs with a capital letler.
The sentence finishes when the
speech ends, %o it needs a full stop.

He said, “It’s cold outside.”

3) If the sentence continues after the speech, put 3 comma before the last quotation mark.

(X302
3) Quotation marks look Iike two apostrophes - 4) You can also end speech with an exclamation mark or 2 question mark.
“I'll come to yours at 7 pm. “Stop right there,” she said. “It’s two o'clock,” she said. “Thanld; he shouted. “What time Is ‘ra" he asked.
o \ - T \ r
Like inverted commas, quotation marks always come in twos The sentence continues afler the He iz shouting 0 an He is asking a question, =0

Inverted commas are used for titles |

Titles of things, for example books or films, usually go inside inverted commas.

He bought a copy of “On the River’. ’ | watched “Green’s Anatomy” last night.

| Quotation marks are used to quote |

Quotation marks go around the actual words that someone says.

! % These are sometimes called .
He said, “I'm very happy! | doib srwerted > 4 1 hate the gym," she said.

T G S S
2 You can use single inverted commas around speech too. -

= 1t doesn't matter which you use, a5 long a3 you are consistent. =
R T T T P R T L T T R RV AT PR AT TR A

Section Four — Using Correct Punctuation

speech, 50 3 comma & added. exclamation mark. is added. 2 question mark & added.

1)

2

Correct these sentences by putting Inverted commas in the right places.
a) Have you read his new book, Glimpsing Heaven ?
b) It's the first time I've ever seen The Woman In Blue

c) The Sparkshire Herald Is full of iInteresting articles

Rewrite these sentences using punctuation in the correct places.

3) Happy Birthday we all shouted together

b) The supporters shouted come on Hadych you can do It

Section Four — Using Correct Punctuation
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Using Colon |_Practice Questions |
1) Rewrite the following sentence as a list of bullets.

l Colons are used for introducing lists | I|needwdodveeﬂwwbeforemenwenﬁwmmshlmprnmcvmn'ﬁkeapa:hdlum]

1) Colons looked like two stacked full stops : >

2) They are used to Introduce extra information, so are often used In lists.

I need three things from the supermarket: cheese, bread and apples.
A

This is the main senkence. The colon The list comes after the colon.
It narmally makes serse by itself. introduces the fist.

3) You can also use a colon to introduce 2 list of bullet points. 2 R R RS R Y AN

3l
Things to do tOday: efe— a:‘;;:'f’m’“;; somn, ) [ Hoiidzy shopping lisc
. £ et o : €s more ~ .
Pay bills at the bank introduces the bullet points. = about bullet Sun cream
. = points 8. 2 *  Swimwear
Pick up parcel from the post office Bullet poinks: ave erally _,'I:’:’:I"I “fl"”r‘" s
+ Go to the supermarket C— clearer for a longer st = Abeach towel
b) Facilities at the sports centre:
» A swimming pool
| Colons can also introduce explanations | Ap——
1) Colons can be used to join two sentences together. = Agymnasium
2) Use a colon when the second sentence explains something In the first.
The colon introduces the eqlanation. 3) Correct these sentences by putting colons in the right places.
If you can replace 3 Marg e
1 need to tidy the house quickly: my grandma Is arriving In an hour. {1— colon with because, 3 et ihas Chkdezn Boble, < Josephs sed | Eve.
A A e vy & comectl b) Last year | visited three countries Portugal, Croatia and Estonia.
5 The second explains the first — it el
The first part tels you something. )ouwhyup::nen“olidyﬂ-clm ickly: c) Tim Is holding 2 bake sale he's raising money for charity.

d) The recipe only needed two more Ingredients parsnips and carrots.

e} Amy isn't coming to the party she Is going on holiday.

| Remember the golden rule when using colons |

To help you remember when you can use a colon, follow this golden rule:

f) Petra always takes the stairs she is terrified of lifts.
g) The dog barked loudly at the tree it had seen a cat
This is abways related to the first point.
first point: more specific point It gives more information or an explination. h) The greenhouse Is full of fruit strawberries, raspberries and tomatoes.

) Erik is free on Tuesday afternoon his French lessons have finished.

Section Four — Using Correct Punctuation Section Four — Using Correct Punctuation
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Spelling Tricks

1) Rewrite each word so that it Is spelt correctly. Some words may already be correct.

| The ‘' before ¢’ rule | 3 recere

d) flerce =
1) ' and ‘¢’ often appear next to each other In 2 word. b) scence o freind
2) This means it can be tricky to remember which comes first.
c) acheive . f) wierd e

3) Use the ‘i’ before ‘e’ rule to help:

‘T before ‘e’ except after 'C’, but only when it rhymes with ‘bee’. 2) Think of four words that you find tricky to spell. Look up the spelling of each word In a dictionary
and write it in the box. Think of a phrase that will help you remember how to spell It.
belleve recelve ‘ eight sclence ‘
The 'ie’ sound The i¢’ sound The ‘i’ sound doesn't The 'ie’ sound comes after
rhymes with bee, with ber, but there’s a 'c, thyme with ‘bee, =0 €. but it doe=n't rhyme with
507 goes before . 50 the ¢ goes before 7. ¢ goes befoce 7. “bee, 50 T goes before .

| A few words don't follow the rule |

Watch out for these tricky examples.

weird selze caffeine ’ species

The 7 goes before the €, even though
Excepbiors that put '€ before it comes after '€ and thymes with bec'
7 that chyme with bee.

| Use memorable phrases to help you spell tricky words |

Make up sentences or phrases to remind you how words are spelt.

| The first letter of each
d in this h
Rhythm Has Your Two Hips Moving wesje rhythm w,uI: spdl‘?r'hyﬁ'm"ﬂ s

, Remernbering smaller words can
There's a rat in separate elp your spell & A

Section Five — Using Correct Spelling Section Five — Using Correct Spelling
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Making Plurals

| Plural means ‘more than one’ ]

1) To make most words plural, you add an 's’ on the end.

Never use an 3 he to
one dog == two dogs NOT two dog’s R T w‘::’{:?hml

2) If a word ends with ‘ch’, "x’, 's’, ‘sh’ or ‘Z’, put ‘es’ on the end to make it plural.

two torches ‘ some foxes
J

many glasses ‘ three dishes ‘ the waltzes ‘

| Words ending with ‘y' have different rules |

1) Some words end with a vowel (2,

", ‘0’ or 'v’) and then a 'y’ (for example boy).
2) To make these words plural, put an ‘s’ on the end. For example, ‘tray’ becomes ‘trays’.
3) Some words end with a consonant (any letter that isn't a vowel) and then a 'y

4) To make them plural, change the 'y’ to an " and then add ‘es’ on the end.

Y iz a comsonant, o

Cry - cries County == counties f’ the ending changes

Words ending with f or ‘fe’ needa 'y’ |

1) To make words ending with ‘f plural, change the ‘f to a ‘v’ and add ‘es’.

one shelf s two shelves ’ a thief sedpe three thieves |

2) To make words ending with ‘fe’ plural, change the ‘f toa ‘v’ and add ‘s’

one wife weg- two wives

a knife === three knives ’

Section Five — Using Correct Spelling
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Making Plurals

| Some words don't follow a pattern |

1) To make some words plural, you have to change the spelling of the word.

tooth meap- teeth WOMaN sl WOMEN MOUSE we- Mice

2) Some words don’t change at all.
You would always say two

¥ sheep, never Ywo sheeps

fish deer sheep

1) Write the plural of each word.

a) cinema S ) baby SRS SRS

b) f) half I
) g) reindeer i
d) L -

2

Rewrite each of these sentences with the correct plurals.

3) The boyes ate all the peachs.

b) The puppys played in the leafs.

c) The branchs were burnt to ashs.

d) The spys carried gadgets that looked llke scarfs.

Section Five — Using Correct Spelling
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Adding Prefixes and Suffixes

| Prefixes and suffixes are used to make new words |
1) Prefixes are letters that are added to the start of words.
2) When you add a prefix, it changes the meaning of the word.

un*!_e_ﬂ—)m_aj‘ dls*m—»%l

3) Suffixes are letters that are added to the end of words.

4) When you add a suffix, it also changes the meaning of the word.
Words ending
in Yul' are spelt
play + ful e playful with only one T.

LAddngapreﬁxdoesn’tdnngethespelllng l The speling of the
If you add a prefix to a word, the spelling of the word stays the same. ”ﬁﬁwd

¥

M*nedm—»mnm‘ mis + place === misplace” |

| Adding a suffix might change the spelling |
1) If you add a suffix to a2 word, sometimes the spelling changes.
2) Ifa word ends In an ‘e’ and the first letter of the suffix Is a vowel, you drop the ‘e’

care + Ing caring M\‘U—)W’

3) If a word ends with a consonant and then a ‘y’, change the 'y’ to an I.

AMTEIA R IR,

2™ When you
- addasuffx, =
tdy + ness weepe tidiness Y + ed s cried EW'_t,"":
> before ¢ rule. -

“aprbstnne’

Section Five — Using Correct Spelling
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Adding Prefixes and Suffixes

| The C-V-C rule tells you when to double letters |

1) If youre adding a suffix that begins with a vowel, you can use the C-V-C rule.

2) For most words, If the last three letters go ¢ - vowel - ¢ (C-v-C)...
Al these words
commit begin fun sit end with CV-C.
3) ..you double the last letter when you add the suffix. ‘ing’ starts
with a vowd,
=0 double
sad + er s sadder COMMIL + INg seeele COMMILLing the Y.
4) If the first letter of the suffix is a consonant, you don’t double the last letter.
‘nexs’ starts with
a corsonant,
dread + ful s dreadful ‘ tired + ness === tiredness <0 don't doidble
the d"

1)

2)

Rewrite these words so they are spelt correctly. Some words may already be correct.
a) d) repplay

b) hopefull e) beautyful .o

c) lovely = f) misslead

Rewrite each of these sentences and correct the mistakes.

3) He tryed to help the joger.

b) She was fameous for her kinddness.

c) |am puting this sillyness behind me.

Section Five — Using Correct Speliing
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istakes

1) Each of these sentences has two mistakes. Correct the mistakes and rewrite the sentence.

| Words with double letters can be hard to spell | 2 Ho wll w0 o oo

1) It’s tricky to spell words with double letters because you can't hear them when they're said.

Common

2) Learn how to spell these common words with double letters. b) Wich hotel have you stayed at befor?

| | (] [

have more than c) You can wear this on many diferent ocasions.

ane double letler.
necessary di ity success

Silent letters and unclear sounds can be tricky |

1) Sometimes you can’t hear a certain letter when you say a word.

d) Do you know wen you cud come In?

e) [Ive had zlot of problems with my laptop aswell.

2) These are known as silent letters.

| 2
’ | I I it I ok f) Do you no the adress of that company?
Make sure you learn
3) Sometimes the sound in a word isn't clear. all thewe tricky spellings. g) My experiance has been horibble.
because definitely ’ describe | horrible

h) We hired you becos you're proffesional.

business complaint experience

interesting ‘

1) A sucesful company doesn't recelve cumplaints.

Make sure you're using the right word |

1) A lot’ means ‘many’ — always write it as two separate words. ‘Alot’ Is not a real word.

1) | will definately use your busness again.

2) ‘Thank you' Is always written as two words.

3) ‘As well’ Is aflways written as two separate words. “Aswell’ Is not a real word. k) It maybe a leak, but | dout it.
4) ‘Maybe’ means ‘perhaps’. ‘May be’ means ‘might be’ 1f you can swap
in ‘might be',
then you're using
Maybe I'li come to work early. He may be coming to work early. the right version P Bk e ot e a eyt
of ‘may be'.

Section Five — Using Correct Spelling Section Five — Using Correct Spelling
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Spelling Specialist Words

1) Rewrite the following sentences with the full version of the word In boid.

| Some words are used to talk about certain topics |

1) Specialist words are used when you're talking about particular topics.

2) For example, the words ‘runway’ and ‘departures’
are specialist words for the topic of airports.

3) Some specialist words have 2 specific meaning when theyre used In certain contexts.

4) For example, ‘runway' has a different meaning when linked with airports than with fashion.

| Some specialist words can be shortened

1) Many specialist words are often shortened.

2) Make sure you can spell the full word so you can use It In formal writing.

examination 2dvert e advertisement

| Specialist words are sometimes tricky to spell |

1) Specialist words can be hard to spell.

2)

2) Some have lots of letters, like ‘administration’ or ‘productivity”.

Some have more than
one double letter.
Bacc: ’ | committee +——

4) Some have silent letters or unclear sounds.

ballet I mortgage

5) Some don't follow the rules. S ‘5:(“;‘{;“,;;;"'«.:

© plO613 to spell =
Some dorit follow c o & ety =
protem +__ the T brdore ' e TR A

3) Some have double letters.

schedule

Section Five — Using Correct Spelling
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b)

9

T've got so much vocab to learn for my French exam.

The sales rep from the travel agency Is very friendly.

Did you see Keeley's photos from her summer holiday?

He had to prep the food for his mother's party.

Each of these sentences has a mistake. Correct the mistake and rewrite the sentence.

a)

b)

9

e

The train Is always so busy on my morning comute.

The deadline for these asignments Is In two weeks.

Aisha and Charlotte could finally get 2 morgage.

You will be marked on how well you colaborate.

She’s been awarded a scolarship by her university.

‘We need to consider the profitibility of this project.

The flat comes part-fernished and is available now.

Section Five — Using Correct Spelling
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Commonly Confused Words

| ‘Their’, ‘they're’ and ‘there’ are all different |

1) ‘Their’ means ‘belonging to them’.

Their flat has two bedrooms. ’ He took thelr warning seriously. ]
2) ‘They're’ means ‘they are’.
They're living in a two-bed flat. They're giving him 2 warning. ‘

IF you can replace ‘they're with they arc,
; and the sentence makes sonse, then it right.
3) ‘There’ can be used to talk about a location... -

The flat is over there. ‘ They are there now. ’

4) ..or to introduce a sentence.

There are two choices. |

| Learn how to use ‘to’ and ‘to0’ |

1) ‘To’ can mean ‘towards’ or it can be part of a verb.

There is no reason to give him a waming. )

He's going to Spain. Tell him to meet me at 7 pm. |
4

When %o’ means Yoward, its
followed by a place or an event.

To it often followed by  verb.

2) ‘Too' can mean ‘too much’ or it can mean “also’.

This soup Is too hot. ’ She’s going to the gig too.

When "o’ means oo mudh,
oflen has 3 describing word after il

When Yod' means ‘abd, & usually
comes at the end of a sentence

Section Five — Using Correct Spefling
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Commonly Confused Words

| “You'e’ and ‘your’ mean different things |

1) “You're' means ‘you are’.

I o comi el yenird ek eas e el the
e R gt s You're working twice this week.

2) “Your' means ‘belonging to you"

The uniform belongs Lo you.
Keep your uniform In your locker.

[ Don't confuse ‘off’ and ‘of’ ]

1) 'Off can mean ‘not on’ "Off" can also mean ‘away (from)’.

Turn the lights off. i took Monday off work. I

2) 'Of 1s a linking word. It joins parts of a sentence together.

My wardrobe Is full of clothes | don't wear.

‘Are’ and ‘our’ sound alike |
This is asking
1) 'Are’is a verb (doing word). whether something
might happen.
‘We are paid every Friday. | Are we going out tonight?
2) 'Our’ means ‘belonging to us" e
his showe:
who owre
It's our favourite song. QOur house Is near the church. something

Section Five — Using Correct Spelling
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1) Circle the correct word to use In each sentence.

| ‘Been'and‘belng‘msoundmesame| 3) Are / Our there too / to many people on board?

1) ‘Been’ Is used after the is ‘have’, *has’ or ‘had’ b) Ihope you're / your |oking when you say you're / your going to buy a snake.

c¢) Their / They're goingtogo to / too bed.

| have been there before. | Dad has been too. ’ My aunt had been before us both. | d) Hewas being / been careless with you're / your car
)

e) Canyou learn / teach me how to use our / are dishwasher?

%) ‘Belng’ s tised aftey wiyy, 'are’, 'were or. Was. 2) Each of these sentences has two mistakes. Correct the mistakes and rewrite the sentence.

a) They bought they're dog into work.
|'am being helpful. They are being helped. |

b) There going to far this time.

We were being kind. | Lucy was being thoughtful. I

c) She wants to learn her son how too be polite.

|_‘Bought’ and ‘brought’ mean different things | 9 1 think your tred off ong hours.

‘Brought’ Is the past tense of ‘bring’. ‘Bought’ Is the past tense of ‘buy’.

€) | want too teach cooking from an expert.
I'brought a bag. I'bought a bag. I

Thiz means | have a bag with me'. This means 1 purchased a bag’ f) Toby's being to the gym. Have you been going their too?

g) | brought it from that new shop over their.

Teach’ and ‘learn’ are opposites |

1) You teach Iinformation to someone else.

2) You learn information from someone else. h) Are youre children been naughty?

I teach Italian to my mother. | My mother learns talian from me. 1)  Their is the cake | bought into work.
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Writing Test Advice

| You will have two tasks to do in the writing test |

1) A word count may be provided for the tasks. This tells you roughly how much you need to write.

2) Check the front of the paper to see how much time you have and how many marks
each task Is worth — look for any advice about how best to divide your time.

| Planning is important in the writing test |
= [fyou're doing your test =
1) Making a plan will help you get your ideas In the right order. = onscreen, you can still -

¢ - u\(npen.‘lrldp.lmlu:
2) i you're given bullet points, make sure you use them In your plan. wite down rough work -

You are taking part in a half-marathon for a children’s charity.

Write an emall persuading your co-workers to sponsor you.

You should include: It might be helpful Lo write
about the bullet points in

« What the charity you're raising money for does the order they are given.

+ When the half-marathon Is taking place

+ Why and how your co-workers should sponsor you

3) You will get marks Iif your answer has a clear beginning, middie and end.
4) Don't spend too long on your plan — leave encugh time to write your full answer.

5) Try to leave some time at the end of the test to check your work and correct any mistakes.

Write clearly and correctly in the writing test |

1) Use full sentences and paragraphs to make your writing clear.

2) Spelling, punctuation and grammar are usually worth
about 40% of the marks, so check for mistakes.

3) If youre copying a word that’s used In a text, make sure you spell it correctly.
4) Your style and content are important:
+ Don’t use words like oz’ or ‘tho’, even if youre writing to a friend.
* Always be polite. Even If you are writing to complain, don't be rude.
= If you make up any details, be sensible and make sure they add something useful.
+ Use any similar experiences you've had to make your writing more believable.

The Writing Test

b

Candidate Surname Candidate Forename(s)
Date Candidate Signature

[ N )

Functional Skills

English Level 2

Writing
Question Booklet

Time allowed: 60 minutes

You may not use a dictionary. l @

Instructions to candidates
* Use black or blue ink to write your answers.
+  Write your name and the date in the spaces provided above.
+ There are 2 tasks in this paper.
Answer both tasks in the spaces provided.

Information for candidates
+ There are 50 marks available for this paper.
+ Task 1 has 25 marks available.
« Task 2 has 25 marks available.
« There are marks for spelling, punctuation and grammar in both tasks.

Advice to candidates

* Read each task carefully before you start answering it.
+ Aim to spend 30 minutes on each task.

+ Plan each answer before you start writing it

+ Leave some time to check your answers at the end.

Total Marks

‘Writing Practice Paper
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Task 1 Task 1

Remember: Information
For this Writing Task, you will get marks for:

You work In a shop based in Newtown. Your manager asks you to go to a meeting
= clearly and effectively communicating information for local people about plans to bulld a new airport near Newtown.

* - using an appropriate amount of detall ‘While you are there, you write down some different views about the plans.

= using an appropriate format and structure (including the use of paragraphs) »  The airport will bring better transport links.

* using appropriate language
= using 2 range of sentence types

» Increased pollution might stop people coming to Newtown.

»  Local businesses will be able to sell their products to more people.
+ using correct spelling, punctuation and grammar

= making sure your writing flows and reads well as a whole.

»  Traffic congestion could get worse.

»  New Jobs could attract people to Newtown.

Writing Task

‘Write a report for your manager about the positive and negative
effects that the new airport might have on the shop.

in your report, you should:

« describe the benefits that the new airport might bring to the shop

= describe the disadvantages that the new airport might bring to the shop
« explain whether you think the new airport will help the shop or not.

Aim to write about 250 to 300 words.
25 marks
You can use this space to plan your answer:

‘Writing Practice Paper Writing Practice Paper
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Write your report below:

‘Writing Practice Paper ‘Writing Practice Paper
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‘Writing Practice Paper

(25 marks)

127

Task 2

Remember:
For this Writing Task, you will get marks for:

clearly and effectively communicating information

using an appropriate amount of detall

using an appropriate format and structure (Including the use of paragraphs)
using appropriate language

using a range of sentence types

using correct spelling, punctuation and grammar

making sure your writing flows and reads well as a whole.

Writing Practice Paper
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Task 2

[E) ] [orwmter st co sitirenp holslreviwsizstmit =)
Information Write: your review below:
‘Writing Task

Holiday website TedsTravel recently hald an online competition. As the winner, you and a friend
recelved a two-night stay at the award-winning Buttercup Hotel. An editor who works at TedsTravel
has emalled you 2 link their website where they would like you to write a review of your stay.

In your review, you should:
= say what you llked or disliked about your stay

= say how the hotel could have iImproved your stay

= explain whether or not you would recommend The Buttercup Hotel.

Aim to write about 250 to 300 words.
25 marks

fou can use this space to plan your answar:

Wiriting Practice Paper Writing Practice Paper
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Thank you for wrifing your
Click. Nexr!nswmlor‘ﬂedt bdisudyml'post

(25 marks)

Writing Practice Paper Writing Practice Paper
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Part 1 — Reading

Section One — How ldeas
Are Presented

Page §

Q1 To explain about the choir.
Examples may vary. Some
examples would be ‘We are
a Jocal choir who rehearse at
Stanhead Community Centre’,
“The choir Is a charitable
organisation that was set up In
2008" or “We perform at the
Stanhead Festival every year'.

Q2 You could write any two of
these:

« Stanhead Festival

= Town square

« County show
Q3 2008

Page 7

Q1 b—Women shouldnt work
Q2 d — Minna Williams 1s wrong
Q3 Truman Williams

Q4 To argue that Minna Willlams s

wrong.

Examples may vary. Some
examples would be ‘But

what she sald yesterday was
completely unacceptable’ or
‘She Is a disgrace and needs to
educate herself before giving her
opinions to the public.

Page 9
Q1 You could write any two of
these:

= To explain to the reader about
the increase In cycling.
Bxamples may vary. For
example, ‘there has been a
noticeable rise In the number
of people out and about on
their bikes'.

To explain to people about the
benefits of cycling.
Examples may vary. For
example, ‘It's a great way to
get around.

Answers

+ To persuade the reader to go
cycling.
Examples may vary. For
example, ‘So why not have a

20 7
Q2 You could write any two of

these:

= To describe the Eiffel Tower.
Examples may vary. For
example, ‘The Eiffel Tower is
an architectural beauty”.

+ To advise people about visiting
the Eiffel Tower.
Examples may vary. For
example, ‘you need to get
there early’.

+ To explain to the reader about
the Eiffel Tower.
Examples may vary. For
example, Tickets cost

between €2.50 and €25

Page 11

Q1 3) Fact
b) Opinion
c} Opinion
d) Fact

Q2 Fact
Opinion
Fact
Opinion
Fact

Fact
Q3 You could write any one of

these:

« 16% of bar and pub owners
noticed a significant drop In
business.

= The number of heart attacks
has fallen by more than 40%.

Page 13
Q1 You could write any one of
these:
= The writer has exaggerated
how popular Mr Warhurst is.

« The writer hasn't supported
what he says with any
evidence.
Examples may vary. Some
examples would be ‘Mr
Warhurst Is the best MP
Gawesbury has ever seen’ or
‘with the support of all the
locals”

Q2 You could write any two of
these:

= The writer has used forceful

‘horrendous’, "hidacus’.
+ The writer has used humour.

greasier than a plate of chips”

« The writer has exaggerated
how bad the shampoo Is.
Examples may vary. For
example, ‘the product Itself

smelt horrendous’.

Page 15
Q1 You could write any two of
these:
= The writer thinks video
games stop people socialising
face-to-face.
Examples may vary. For
example, ‘Gone are the days
of kids hanging out with their
mates after school’
The writer thinks video games
cause social problems.
Examples may vary. For
example, ‘playing these
mind-numbing violent games
encourages anti-social
behaviour.

« The writer thinks playing
wvideo games will make It
harder when young people
start working. Examples may
vary. For example, “will almost
certainly make it harder for
these teens when they enter

workplace”

Q2 Same opinion: They both think
video games provide some soclal
Interaction.
Different opinion: Examples may
vary. For example, the writer
of Text A thinks video games
are ‘mind-numbing’, whereas the
writer of Text B thinks they are
“educational”

Page 17

Q1 Advert

Q2 You could write any one of
these:

The name “Shear Hairdressing”
The ‘Cuts from £10' graphic
Q3
Q4 You could write any of these:
+ Address bar
+ Search box
+ Links to other pages
Q5 Article
Q6 You could write any of these:
+ Headline

+ Interesting font

» Columns
+ Subheadings
Q7 Email
Q8 You could write any of these:
o' box

+ ‘Subject’ box
+ Send or envelope button
for

Page 19
Q1 2) Headline / Title
b) You could write any one of
these:

= Grabs the reader’s
attention.
= Tells the reader what the

b) You could write any one of
these:

= Breaks up the text.
= Tells the reader what the
section Is about.
Q3 a) Colurms
b) Makes the text easler to read.
Q4 a) Builet points
b) You could write any one of
these:

. Sepam.s the Information.
= Makes the text easler to
read.

| Page 21

Q1 You could write any one of
these:

= Makes the Important
Information stand out.
+ Makes the reader look at It
first.
Q2 You could write any one of
these:

= Helps the reader know what
the text Is about before they
have read it.
= It makes the text more
Interesting to read.
= Grabs the reader’s attention.
Q3 c— To show It’s different from
the rest of the text
Q4 You could write any two of
these:

= Headine / Title
« Bold font
» Coloured text
« Graphic / Logo
+ Bullet points
QS Answers may vary. For example:
« Bullet points — break up the

Information.
+ Bold font — grabs the reader’s
attention.

Page 23
Q1 A new vacuum cleaner that is
about to be launched.
Q2 You could write any two of
these:
= Text box
= Table
« Headng
« Subheadings
« Bullet points
Q3 Answers may vary. For example:
« Text box — makes the key
features stand cut.
= Table — organises data,
making It easler for the reader
to understand.
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Castle? or ‘who doesn't like
getting lost now and again?”

Q3 ¢ — Alliteration

Q4 Answers may vary. For example:
Direct address to the reader and
the rule of three.

Page 27

Q1 a) idom
b) Metaphor
¢) Simile

Qa—A

Q3 It helps the reader to imagine
the Impact the novel had on the
writer.

Q4 To reveal something without
meaning to.

Q5 You could write any one of
thes

e

« ‘1 feel like a child about to
open their birthday presents”

* “Waiting for a book to be
released Is like getting ready
to set off on an adventure’.

Page 29
Q1 a) Personal
b) You could write any one of
these:
= It uses words ke ‘we’ and
Yyou'

= It says what the writers
think.
Q2 b — The wedding Is going to be
casual

Q3 a) informal
b) You could write any one of
these:
« It sounds chatty.
= It doesn't sound serfous.
= It uses shortened words.
= [t uses slang.
Q4 c — It matches the style of the
weddng

Answers
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Page 31
Q1 Advisory
Q2 You could write any of these:
+ Command wol
« Clear Instructions
Q3 Humorous
Q4 You could write any of these:

« Informal language
QS Explanatory
Q6 You could write any of these:
= Definitions of specialist
fanguage

« Stating facts and not opinions

Section Two — Finding
Information From Texts

Page 33

Q1 b— To tell the reader about a
horse’s diet

Q2 You could write any one of
these:

» Grass
* Herbs
« Weeds
Q3 d— Cats
Q4 So that the horse can drink from

13
Q5 Hay

Page 35

Q1 April 28th

Q2 Table

Q3 d — Mdintyre Classic Dresser

Q4 c —£750.00

QS You could write any one of
these:

« Standford Office Desk
+ Mcintyre Classic Dresser

Page 37
Q1 b— Hythes Housing
Q2 On the site of the derelict

playground near to St Paul’s

cl
Q3 By wisiting the online forum
Q4 A new play area
Q5 You could write any two of
these:
« She says that they “can reach a
solution that Is acceptable to
everyone”.

Answers

= It s an “exciting new schema".

« “everyone will benefit,
Including local pecple™

« “feelings are running high™
over It

Page 39
| Q1 a) True

b) False

c) True

d) False

e) True
| Q2 d — Eat frult and vegetables

Page 41
| Q13) TextB
b) Try not to give one-word
answers to questions.
Q23) Text A
b) ‘Come up with some
questions to ask at the end”
Q3a)TextB
b) ‘But you need to act confident
even If you don't feel It
| Q4 3) Fake
b) True
c) True

| The Reading Test

Page 44

a physio session
| Q3 a) You could write any two of
these:

- Bullet points
* Text box
« Tidle / banner / heading
« Subbh

b) Answers may vary.
For example, ‘Bullet points
separate Mark’s specialities
Into smaller chunks of text,
which makes It easler to read
and understand them’.

Reading Practice Paper

Section A (Page 51)
Q1 3) You could write any two of

these:

= Text boxes

= Footnote

= Heading

= Numbered paragraphs

b) Answers may vary, for
example:
= They make the text easler
to understand.
» They make It easler to find

Q2 C — greatly Increased
Q3 You could write any two of
these:

= It affects thelr coordination
= It slows their reaction speed
= It blurs thelir vision

Q4 You could write any two of
these:

+ Have someone take you home
« Take public transport
= Book a taxi

Section B (Page 53)
Q5 A— informal
Q6 3) Answers may vary,
for example:
= Driving Instructors are
now recommending that
mozorists should take a
course of post-exam driving
lessons

» Economical driving causes
less wear and tear on
wvehicles

b) Answers may vary, for
eample:

= OPESD are currently
offering some spectacular
deals

« book your course at an
unbeatable price
Q7 Answers may vary. For example:
= Example: ‘Just passing a driving
test Is no longer enough’
Effect: This makes the reader
feel as though they need extra
lessons to be safe on the road.

« Example: avoid potential
accidents’
Effect: This reminds the reader
that driving can be dangerous
and makes them want to feel

safer.

« Example: ‘A priceless
Investment for years of safety”
Effect: This makes the reader
feed like the lessons are worth
the cost.

Section C (Page 55)
Q8 D — This advice Is all you need
to make sure you stay out of

Q9 + “You should fill up your
windscreen washer bottle
before every drive’ — False.
You should fill up your bottle
before long journeys.

“The tread depth of tyres
should be at least 1.6 mm
across all of the tyre' — False.
The tread depth needs to be
1.6 mm across 75% of the

tyre.
‘Opening a window can
combat tiredness’ — True.
‘Speed restrictions and road
signs are advisory and don't
need to be followed’ — False.
You should follow all speed
restrictions and road signs.
Q10 The organisational features are:
= Hyperlinks

.

« Tabs / Menu buttons
Q11 The two quotations are:
= Iif you're tired, you woa't be
safe to drive and should rest
untll you feel more alert
= stopping for a rest every few
hours can revive your energy

levels
Q12 3) B — Getting a grip
b) Answers may vary, for
example:

« Don't drive tired
« Take regular breaks
= Stay alert

Section D (Page 58)
3) may vary,
for example:
+ The texts suggest different

“help to make drivers feel
safer on the roads’. Text
C says that drivers can find
the Highway Code and
take ‘refresher tests online
for free"

« Text B does not give
detalls on proper vehicle
maintenance, while Text C
does. Text B says that
having ‘less wear and tear
on vehicles' reduces the
chance of an accident
occurring, but doesn' tell
you what the signs of wear
and tear are or how to fix
them Text C says that
you should check specific
parts of your car, such as
checking that the ‘tread
depth on your tyres is deep
enough'.

b) Answers may vary,

for example:

+ Both texts mention the
Idea of danger when
driving. Text B says ‘make
drivers more aware of
hazards’, while Text C says
“make sure you stay out
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« Text B is an advert which
uses lots of colour and
presents Information
more clearfy In text boxes
and bullet points. This
attracts the reader and

black and white, and has

Part 2 — Writing

Section One — Writing
Structure and Planning

| Page 61

Q1 3) Audience: tourists
Purpose: to explain what
there Is to do in your town

b) Audience: your council
ﬂlpusemcoﬂplahabom
the lack of recycling facilities

c) Audence: a charity shop
manager
Purpose: to apply for

work

d) Audience: your boss
Purpose: to persuade
them to give you flexible
working hours

€) Audience: newspaper readers
Purpose: to adwise how to
save money

Q2 a) Informal

b) Formal
c) Formal
d) Formal
€) Informal

Answers
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3 . « Some disadvantages of the = Write In paragraphs. You In your answer:
Page 65 Section Two — Choosing In your answer you should: : g T aliout the
Q1 Answers may vary, for example: ;he Right Language and * W 20 e ol a;:eras ﬂ'mm 3'?,":;“?&’"0‘;“ e e Tk s wo| S e rue
Hi ormat y the date 50 milles to see 2 play. In the question as a rough = Don't repeat what has been
Fd really e 00 go (52 your address gulde for what each paragraph written already, but you can
theme park and was wonderig | Page 69 « Wirite the full address of In your answer you should: should be about. You should say If you agree or dsagree
‘who wants to go to Talitown Q1 In your plan you should Include: e xy . Baf B use a new paragraph for each with the comments made by
Towers with me? = Give examples of ways you c ‘mmecmleftl = 1 side writing a report bullet point. Katie and All.
| was thinking of going there could help organise the of the « Whrite an introduction that « Give your own opinions on
on 22nd May. There’ a train party, for example put up the . ?Derl‘&sl—bll * = e recycling, for example you
that leaves at 8 am that would decorations or bock the Dj. s Start g - . "ma““ tipesand | Page 79 think that people should
get us to Uxdey for 10 am (or i - Any other Dot e e T { L fnclude 2l the abvantages 30 | Q1 In your plan you should include: recyce, but you don't think
You'd prefer to drive, gve me a might have for the party. For = Lisea formal wrikeg style. d:""'mwm oo | The reasons why you shouid they shouid be Imprisoned i
call and T'll give you directions). example, a fancy-dress theme + Write In paragraphs. You mea“mm‘ opening be chosen for the holiday, they don't
Te heard Hhesm s 2 loc o ceganiing rransporkhome: e . se your information for example you work really - Wite persuasively because
of rides that you'll get wet Aot vaiy you wan Sxgntss youw o hard In your job, but you cant you want to convince readers
on, so make sure you bring In your answer you should: vo:mewfortheprmme. using PR afford a nice holiday. that your argument is right
waterproofs. = Write To' and then and another paragraph pebere = You could include worthwhile - You can write Informally,
If anyone wants to bring “harry.coates@azmall.co.uk. ey oy gl 1 i e things you might have done, because It 2 forum comment.
other friends, thats fine. = Underneath, write ‘From’ and g shiou oot for example volunteered to However, you should write in
Finally, 1f we book tickets then your email address. new paragraph for each bullet m’?&‘ﬂcm‘“m‘ work at a youth centre. full sencences and be poiite.
online, they're half-price. - Make sure you fill In the ol 5 vt
I think it'll be a really fun day, subject box with something + End with Yours sincerely’, PHW'V::VMYW oy In your answer you should:
and | hope you can all come. sutable, for example ‘Help “"‘“”“"""‘""’3”""‘ e ey oAb - Wite your name and address
Hope to see you soon, with Christmas Party. writing try and yois” fill peime. atthetopright of thepge. | Section Three — Using
Kate = Start with a suitable opening, Page 77 - Wiite the date undemeath Grammar
for example ‘HI Harry” P 73 your address.
+ Write In paragraphs. You O 1y yois chdekdctude: Qf; I your plan you shouki Inchude: - Wite the full address youre | Page 83
Page 67 should use the bullet points « What the event was and why *: Information abouk the ofice; given on the left-hand side of | Q1 2) arrived
Q1 New coffee shops are cpening In the question as a rough 1t was held, for example 2 for example it's friendly and the page. b likes
every day in the UK. Itis guide for what each paragraph charity dinner hosted by the welcoring | = Startwith ‘Dear Sir/ Madam’ | Q2 3) Rabbits
thought that the number of should be about. You should Jane Bauer Foundation o raise + Information abiout the area, for because you don't know the b) (The) supermarket
coffee shops will Increase by 50% use a new paragraph for each money for the local hospital. example It's In a town where name of the person you're Q3 3) early
In just a few years. bullet point. « What happened at the event, therels plenty (o do. o to. b) (on) Tuesdays
Some pecple belleve that the |« Use an informal writing o cample s vias + Same benefits of woridng - Use a formal writing style Q4 3) (an) Ixalian restaurant
Briush incerest In coffee began style because you know him speech by Mr james Johnson the company, for exampie you * Write In paragraphs. You b) (the) art gallery
In 1978, when the first coffee personally izl et tiealth nsurance., could have one paragraph Q5 3an
shops opened In London. When = End with something fike 'Speak | . Tpar the event was successful ) about the hard work that you b)a
It became clear that these shops to you soon’ or ‘Thanks' and | because It raised £2.500. n your answer you should: do, and another can
were making a lot of money. your name. *Be formal because youre explaining why you nead 2 da
more and more began appearing I your answer you should: writing 2 leaflet to get people €)an
all over the country. = Beforral becatrse yoiTe £0apply for a joh - End the lecter with “Yours
Last year, the coffee shop | Page 71 writing a newspaper artile. + Include plenty of detalls about faithfully’, because you don't
Industry grew by around 8%, Q1 In your plan you should Include: . it the company and the area know the person’s rame,and | Page 85
meaning that coffee shops are . reasons why you want to that happened at where the company Is located yous- e Qt 3)or
now worth £40 billion to the UK volunteer for the Mitterdon Senuwe e because a leafiet needs to be b) because
economy. Community Centre, for | w:""* e’w’ﬂ'ﬂ:‘mﬁ Informative. :)) :n
However, this growth example you want to get some | Scynel gt ? = Be persuasive because youre | Page 81
not continue. Rmthn?uzsu work expertence. suchiasa OVZR: e encouraging peopie to apply Q1 In your plan you should Include: €or
that the number of coffee shops * Give examples of experience A abciaio for a job at your company. = Your own opinions about f) and
could reach a limit within the you have, for example you've « Organise your information recycling, for example you 2) because
next few years. done volunteer work In the Page 75 using bullet poines or always recycle all your waste. h)so
past. Q1 In your plan you shouid include: numbered lists, = The reasons why you feel
* Ideas about the sport or craft - Some advantages of the new subheadings. that way, for example because
programme you'd like to run, car park. For example, it will you are concemed about the
for example coach a football mean there are fewer parking envircnment.
team or teach mural painting. problems In Burnham.
Answers
Answers
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Q2 Answers may vary, for example: |
Hi Jamie
Thank you for the invite to
dinner and the concert. I'll
come for dinner, but | can't stay |
for the concert because | have to |
pick my brother up from work, |
If that’s okay with you. I'l be
around ungil my brother calls
me. He finishes work at 10:30
pm, 0 I'll need to leave at about
10 pm.
See you later
Ben

Page 87

Q1 a) Therefore
b) However
) For example
d) Therefore
€) For example

€) Therefore

Page 91
Q1 a) She had pasta for dinner.
b) | saw 2 fleld of sheep on the
‘way to work.

b) He will come to football
practice.
) They will be angry.

Page 93
Q1 a) might
b)can
<) shall
d) should
Q2 a)will
b) would
) must
d) couldnt
Q3 a) must
b) should
c) could
d) might
Q4 Answers may vary, for example:
) | can work overtime tonight.
b) Shilpa won't drive at night.
<) Gill would like the film.
d) You mustn't miss the deadline. '

Answers

Page 95
Q1 a) There |s one cat.
b) Priya doesnt work on
Mondays.
) We were on the train to
London.

d)Theme;\hi!E.hEnon
holi

Q2 2) She might have broken her leg.

b) They could have cleaned the
house.

c) | should have gone with him
to the bank.

Section Four — Using
Correct Punctuation

Page 97
Q1 a) The trees in Scotland were
about 50 ft high,
b) On Monday she slipped and
fell over crossing the river,
) Hiking isn't much fun with the

wrong shoes,

d) | don't know where he Is. He
might have gone shopping in
Manchester.

e)EJIarbezrs-:rehwnmbe
violent. | hope we don't see

one,

f) She advertised his sofa in the
newspaper, She sold It for
£100,

Q2 a) Why are there so many
horror films out at the
moment?

b) It tumed out that his own
brother was the villain! That

surprised everyone,

c) We went to see the football
last night, The second half
was amazing!

d) That's awfull We should do
something about It.

) How can you like that band? |

don't think they're any good,
f) They've sold more records

this year than last year, How
have they done that?

Page 99
Q1 3) You need to add cinnamon,

nutmeg and vanilia to the cake

mix.

b) The cat, which looked like a
stray, was very friendly.

<) James injured his shoulder, so
he couldn't go bowling.

d) The bookshop sells

biographies, thrillers and

romances.

€) Although the cinema was full,
It was completely sifent.

) Would you like chocolate
chip, vanilla or strawberry ice
cream?

g) They were going to go to the
concert, but they missed the

bus.
h) Alex Johns, who was my best
man, never made It to the

wedding.

1) Our team reached the finals,
50 we went out to celebrate.

1) | want chopped onlons,
lettuce, peppers and tomatoes
In my sandwich.

k) Jim and Maher were going
to London, but they changed
their minds.

1) The flat-pack table, which had
Instructions with it, was easy
to bulld.

m) The cafe, which sold lots of
different types of tea, was
very popular.

Page 101

| Q1 3) havent

b) you'll
ld

d) couldn’t
€) youre

't
| Q2 a) The office’s car park

b) The child’s sweets

| Q3 a) It's not surprising that It’s

fallen over.

b) The team won Its final match.
It's unbelievable!

) It’s so nice to see your cat and
Izs kittens.

Page 103
Q1 2) Have you read his new book,
‘Glimpsing Heaven™?
b) It's the first time I've ever seen
The V¥oman in Blue"

C)MISM
eresting artides.

QZI)MVE:M
shouted together,

b) The supporters shouted,
“Come on Hadych! You can
dot”

Page 105
Q1 Answers may vary. For example:

To do before the interview:

« Iron my shirt

= print my CV

= make a packed lunch

Q2 2) Answers may vary, but must
Include a colon before the
three items, for example:

F've got three things left to
buy for my holiday; sun cream,
swimwear and a beach towel.

b) Answers may vary, but must
Include a colon before the
three facllities, for example:
The sports centre has lots of
fa:mues,as\mrmwmpmla

ing wall and a gymnasium.
Q3 a)mpmmmmlum
Robin, joseph and Emma.

b) Last year | visited three
countries: Portugal, Croatia
and Estonia.

c) Tim Is holding a bake sale: he's
ralsing money for charity.

d) The recipe only needed two
more Ingredents; parsnips and
carrots.

€) Amy Isn't coming to the party;

ymmwmam
It had seen a cat.

h)Thegreevhwselsfuldﬁ'ulc

strawberries, raspberries and

tomazoes.
1) Erik Is free on Tuesday
afterncon;

his French fessons have
finished.

Section Five — Using
Correct Spelling
Page 107
Q1 a) receive
b) science (word s speit
correctly)

c) achieve
d) flerce (word Is spelt correcty)

h) monkeys
Q2 a) The boys ate all the peaches.
b) The puppies played in the
leayes

) The branchgs were bumnt to
ashgs.

d) The spies carrled gadgets that
looked Iike scaryes.

Page 111
Q1 a) stopper (word Is spelt
correctly)

b) hopeful
c) lovely (word Is spelt correctly)
d) replay
) beautiful
f) misiead
Q2 3) He tried to help the jogger.
b) She was famous for her
kindness.
c) I am putting this silliness
behind me.
Page 113
Qla)l-levdlmﬁemyou
b)mmhudhmmnw

c)bumwearthlsonmy

different occaslons.

139

d) Do you know when you could
come in?

€) I've had a ot of problems with
my laptop as well.

f)Doyoukmmemd
that company?

s)mexnmmlmbeen

h)V*hredrwmrw?e

DAmwﬂwmdnem’t

eive complaints.
» lvddeﬂnlml!mem
business again.
K) It may be a leak, but | doubt it

1) s I pecessary to do this
immediately?

Page 115
Q1 a) I've got so much yocabulary to

learn for my French exam.
b) The sales representative
from the travel agency Is very

d)l-iefnd‘wmﬂ!bod
for his mother’s party.

Q2¢)Them:salwzyssobusycn

b)Thedmbr(hese
asslgnments Is In two weeks.

) Atsha and Charlotte could
finally get a mortgage-

d) You will be marked on how
well you collsborate.

€) She's been awarded a

Page 119
fel} Z)Amtheremnwr/peopleon

31 hape e g i
%:ynimmmwa

<) They're going to g0 tg bed.
d) He was being careless with

YOur car.
€) Can you teach me how to use
our dishwasher?
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Q2 a) They brought their dog into
work.
b) They're going too far this

time.

<) She wants to teach her son
how to be potte.

d) | think yoyTre tired of long
hours.

€) | want 10 learn cooking from
an expert.
) Toby's been to the gym. Have

h) Ane m chl(d'en belng

I)Imumedeelhmw
Into work.

The Writing Test

Task 1 (Page 123)

There are 15 marks available for

how you write your answer.

A top-level answer will:

+ Communicate information clearly
using 2 formal and polite style.

« Be long and detalled encugh
for its audience and purpose.

» Use an appropriate format

features (where relevant).

+ Use a range of sentence
types consistently.

+ Use a range of suitable vocabulary
and techniques for the intended
audence and purpose.

» Make sure everything flows and
the writing reads well as a whole.

There are 10 marks avallable for the

spelling, punctuation and grammar of

your answer.

A top-level answer will:

« Use grammar and punctuation
correctly and with few errors.

+ Spell words, Including
specialist words, correctly
and with few errors.

Your report should include:

+ The benefits that the new airport
«could bring, eg. The new airport
will provide Newtown with better
transport links to other towns and
citles”

Answers

« The disadvantages that the new
alrport could bring, eg. The new
alrport could make the roads
busler as more people travel

Newtown

through

= Whether you think the new
airport will help your shop or not,
eg. The airport will create new
Jobs, and If the workers become
customers it will generate more
profit’

You should set your report cut

[ 2
» Write a title to show what your

report Is about, e.g. ‘Advantages
and Disadvantages of Newtown

Airport.

= Use subheadings to separate the
different sections of your report.

= Group similar points together.

= Use bullet points or numbered
lists to show Information more
clearly.

= Use tables to present data clearly.

= Use footnotes to add any extra
Information.

Your report should have a clear and
logical structure:
= Write an introduction to explain
what the report Is about.
Describe the possible benefits
of the new airport.
Describe the possible
disadvantages of the new airport.
« Write a conclusion to say what
you think your manager should
do based on the benefits and
disadvantages, eg. ‘| think you
should start a petition against the
new alrport’ or 'f think you should
support the plan as a new alrport
could help the shop get more
customers”.
= Use paragraphs and full sentences.

Task 2 (Page 128)
There are 15 marks avallable for

clearly using a descriptive

and informative style.

» Be long and detalled enough
for its audience and purpose.

« Use a range of suitable vocabulary
and techniques for the intended
audience and purpose.

= Make sure everything flows and
the writing reads well as a whole.

There are 10 marks available for the
spelling, punctuation and grammar of

your answer.
A top-level answer will:

« Spell words, including speclalsz
words, correctly and with few
errors.

Your review should Include:

+ Whether you enjoyed your stay at
the hotel or not, eg. The bed was
very comfortable’

= What the hotel could Improve
on, eg. There could have been
a better selection of food at
brealdast”

+ Whether or not you would
recommend the hotel and why,
eg ‘I would recommend this hotel
because the staff there really look
after thelr guests”

You should set your review out

correctly.
= Write a title to show what the
review Is about, e.g. "Pleasant stay’.
* You could end with your name to
show who wrote the review. You
could also Include where you are
from.

Your review should have a clear and

fogical structure:

« Start by explaining the things you
liked and anything you didn't like
about your sty in the hotel.

= Go on to offer any improvements
that you think the hotef could
make.

= End your review with your overall
opinion of the hotel. You should
include whether or not you would

Advertisement (advert)
A text type that persuades the reader to do
something, for example buy a product.

Alliteration
‘When words that are close together begin with the
same sound.

Apostrophe
A punctuation mark that shows that letters in

Explanatory writing
Writing that tells the reader about something.

Emotive language
Language that appeals to the reader’s feelings.

a word are missing, or that something belongs Font

e How lecters look when they are typed.

Article for example, bold or Italics.

A text type usually found in or F

Audience Extra information at the bottom of a page. Shown by

The person or people who read a text.

Bias

‘When a text Isn't balanced and only gives
one point of view.

Bullet points
A way of breaking up Information Into
separate points In a fist.

Caption
Text that tells you more about a graphic.

Chatty writing style normally found in Informal texts.

Descriptive writing
Wiriting that tells the reader what something
Is like.

Direct address

‘Writing that uses ‘you' to address the reader directly.

small, raised numbers or symbols within a text.
A type of writing that sounds serfous and professional.

Forum
A webpage where people can discuss thelr opinions on a
particular subject.

Graphic
A picture, diagram or chart.

Idioms

Commonly used sayings which have a different set
meaning to the literal meaning of the words.
Impersonal writing

‘Writing that doesn't tell you anything about the
writer’s personality or opinions.

Inf 1 writi

Wiriting that sounds chatty and friendly.
Instructive writing

Wiriting that telis the reader how to do something.
Irony

‘When a writer says the opposite to what they mean.

Glossary
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Layout

How a text Is presented on the page using different
presentational features.

Leaflet

A text type, which is usually given away for free, that
gives the reader Information about something.
Letter

A text type written to a person, or a group of
people, which is sent in the post.

Logo
A graphic associated with 2 business or product.

Metaphor
A way of describing something by saying It Is
something else.

Personal writing

Text that Is written from a writer’s point of view
and uses emotional language and opinions.

It sounds like it's talking to the reader.
Persuasive writing

‘Writing that tries to convince the reader to

do or feel something.

Prefixes

Letters added to the start of a word which change the
word's meaning.

Presentational features

Any part of the text which affects how the text looks,
for example colour or bullet points.

Purpose
The reason a text Is written, eg. to persuade

or to explain.

Report

A text type that gives Information about something
that has happened or might happen.

Rule of three

A list of three words or phrases used to create emphasts.

Glossary

Silent letters

Letters which you can't hear when 2 word Is sald aloud.
For example, the k' In "knife’.

Simile

A way of describing something by comparing it to
something else.

Slogans
Short, memorable phrases used In advertising.

Specialist words

‘Words specific to particular subjects or contexts.
Statistic

A fact that 1s based on research or surveys.
Style

The way a text Is written. For example, a text may
be formal, Informal, advisory or humorous.

Suffixes

Letters added to the end of a word which change
the word's meaning.

Tense

‘Whether a verb Is talking about an action in
the past or the present.

Text type
The kind of text, for example an advert or report.

Tone
The way a text sounds to the reader, for example
personal or impersonal.

Verb
A doing or being word.

Webpage
A document located on the internet.

A

‘3, an” and ‘the’ 83
alot/alot 112

action words 82

address bars 16

addresses 70

adjectives 4, 24

adverts 16, 24

alliteration 24

apostrophes 100, 101
are/ our 117

arguments &, 14

articles {word type) 83
articles (writing) 17, 63, 72
as well / aswell 112
audience 60, 62-64, 68, 76

B

backgrounds 20
‘because’ 84

‘been” 94

been / being 118

bias 12

bold text 20
bought / brought 118
bullet points 8, 18, 104
‘but’ 84

C

capital letters 96, 103

captions 20

charts 20, 34

checking your work 64

clear language 8

colons 104

colours 16, 18, 20

columns 17, 22

commas 98, 99

common mistakes with verbs
94, 95

commonly confused words
116-118

comparing texts 38-40

conclusions 6, 66, 74, 80

consonants 83, 108, 110, 111

conversational tone 28
could've / could of 94
C-V-C rule 111

D

dates 16, 70
describing words 4
descriptive writing 4
detall 34, 42, 84, 98
dictionaries 3

direct address 24, 78
‘done’ 94

don't / doesn't 95
double letters 111, 112
drafting 64

emalls 16, 62, 68
emotions 28, 78

emotive language 24
exclamation marks 96, 103

explanatory writing 4, 30, 72

F

facts 4, 10

finding Information 32-41
fonts 20

footnotes 22

formal letters 70

formal writing 28, 60
forming sentences 82, 83
forums 63

full sentences 82, 120
full stops 96, 103
Functional Skills 1

the future 90

G

glossaries 22

grammar 1, 45, 64, 82-95
graphics 20

graphs 34

H

headlines 17, 18

how to use this book 2
‘however” 86

humour 12, 30
hyperiinks 16

I

I" before e rule 106
idioms 26

Impersonal writing 28
Implied information 14
informal letters 70
Informal writing 28, 60
Instructions 8, 30
Introductions 66, 74
inverted commas 102
irony 12

italics 20

it's /its 100

joining words 84, 86, 87, 98

K

key words 22, 32

L

layout 34

leaflets 16, 76
learn / teach 118
legends 22
letters 16, 62, 70
hnks 16

lists 98, 104

M

magazines 17, 72

main points 32

maybe / may be 112

menus 16

metaphors 26

modal verbs 92

multiple-choice guestions
1,42 45

N

newspapers 17, 72
numbered lists 8, 18
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(o]

of / off 117

opinions 6, 10, 12, 14, 28, 80

‘or' 84
ordering your points

62, 64, 86, 120
organising information 22
our / are 117

P
paragraphs 32, 62, 66, 86
the past 89
PEE. 66
personal writing 28
persuasive writing 6, 78
picking information 32
planning 62-64, 66, 82, 120
plurats 100, 101, 108, 109
prefixes 110
the present 88
presentational features

18, 20, 22
punctuation 96-104
purpose 4, 8, 60, 62

Q

question marks 96, 103
quotation marks 102, 103
quotation questions 43

R

reading test 1, 42-59
reports 63, 74
reviews 63

rhetorical questions 24
rule of three 24

Index

scanning 32, 34

search boxes 16
sentences 82, 83
sign-offs 16

sllent lecters 112

similes 26

slang 28, 70

slogans 24

‘so’ 84

specialist words 30, 72, 114
spelling 106-118

stated information 14
statistics 10

structure 64, 66, 68, 86
style 60

subheadings 17, 18, 34
suffixes 110, 111
summaries 36

F
tables 22, 34
teach / learn 118
tenses 88-91
texts that

advise 8

argue 6

describe 4

discuss 6

explain 4

Instruct 8

persuade 6

thank you 112

their / theyre / there 116
‘therefore’ 86

to/too 116

tone 28-30

tricky spellings 106, 112
tricky words 3

unbalanced writing 12
understanding Information 34

Y

verb agreement 91

verbs 82, 88-95

vowels 83, 108, 110, 111

w

websites 16

writing articles 63, 72
writing emalis 62, 68
writing leaflets 76
writing letters 62, 70
writing reports 74
writing style 60
writing test 1, 120-131

Y

your / youre 117
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