Shkimming pp

Read the text quickly to get the gist of what
the text is saying.

$canning

a=

You are looking for something in particular.
Analysing O,

Zoom in on particular word choices or
stylistic choices and consider why the writer
chose these.

Summarising :=

Find the key points and write them in your
own words, making sure you’ve covered all
the essential information.

Decoding—2R4c¢ @%

Re-read the sentence

Read on past the difficult word

Consider the context

Chunk the word into meaningful parts
Compare the words with others you know
Check a dictionary or thesaurus

Analysing Word Bank
Shows
Suggests
Connotes
Implies
Enhances the idea
Creates the impression

Emphasises

Planning and Research

Before you begin writing anything of any
real length, you need to ensure you have
carried out the necessary research and
planned how you are going to structure your
work. Check p.16-18 of the Writing Toolkit.

Using the Correct Format [=)

Ensure you are following the correct format
before you begin to write. For help, check
p.20-27 of the Writing Toolkit.

Editing and Improving |2}

Once you’ve written a draft, read p.28-29 of
the Writing Toolkit and make additions and
corrections in green pen. The best writers
have to make corrections to their drafts.

Re-drafting @,

Using your corrections and notes for
improvement, now create your final version.
Well done!

Informal Letter

Your addresg

Individual Presentations ";—"

When presenting a speech or talk,
remember to plan carefully beforehand. Use
the Five Point Hand Rule.

(1)  Introduction—introduce

yourself and your topic.

(2) = (4) Your first main point,

backed up with reasons and

examples, followed by your

second and third main points.

(5) Your conclusion—bringing

all of your ideas together.

Remember that your speech must be
formal*.

Group Discussion Mﬁﬁ

When taking part in group discussion,
remember to:

share your opinions in detail

give reasons for your views

ask questions to clarify and move the
discussion forward.

Formal Letter

Your address Introduction—

Their name (or job title if
you don't know it) and
address, including
company name. ~

Dear Mr/Mrs__—
(or Sir/Madan, if )
you don’t know their
name).

Your signature, with yourfu\l /

explain the purpose

Date ofthe report
evaluation

Main body of your

|etter. At least five

\E
paragraphs!

Recommendaﬁons_
Make suggestions
moving forward., These

=

\ wyours faithfully’, yeu might be bulle
don't know their name of pointed.

LITERAGCY
MARKING CODE

Your teacher will use the following code to mark your work. Identify the error and

correct it using the correct page from the Writing Toolkit.

Page Number

0
=]
Q.
m

Group Discussion
Word Bank

So, as a group, we seem
to believe...

So you’re saying that...

| see it differently
because ...

| agree with that but we
must also consider...

Is it your position that ...?
You mentioned .... but
what we haven’t
discussed is ...

Formal Tone @

To speak in a formal tone,
remember the following rules:

e use Standard English
e avoid slang
e speak in full sentences

e avoid contractions - do not,
not don't.

Paragraphing qT

Remember to use TiP ToP
when deciding where you

Report/Evaluation need new paragraphs.

Title—what the
report/evaluation js Ti me Toplc

about ~N
TiP ToP
N\

Place Person

Main body-explain
strengths ang
Weaknesses, giving
facts and statistics

You may choose to For more help with
use subheadings to

paragraphing, check p.14-15 of

name on the line below.

i \
“Yours sincerely if you do!

break your writing
up.

the Writing Toolkit.




