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Unit 1 Personal information

Pickpocket!

Warm up

1

Ask & student to walk across the cassrcom. Mime taking their wallet from their pocket. Ask:
What did I do? Elicit the noun pickpocket and the phrasal verb to pick sumebody’s pocket.

2 Ask:[las anyone cver had something stolen from their pocket? What was i? How did they

get it back?

Main activity

1

Teil the students they are police officers wro have found a sto'en wallel in London’s
Oxford Street. The wallet does not contain an address, or any money or credit cards; they
will need to find aut as much as possibie about its awner if they are Lo return it Elicit what
documents might be in the wallet and what information they mighl contain.

Divice the class into groups of four and give sach group one set of Lhe Conients of Wallet.
Tell the students to discuss what the decuments are and what they tell them about the
walet's owner. Feedhack as a whole class.

Give out ane capy of the Police Form per student and ask them ta comolete the torm.,
Trey snauld write fulf sertences under the heading Interests and hobbies,

Feedback as a whele class. Flicit the carrect queston for each piece of ‘nformation ard

write Lhe queslion on the lelt of tne hoard end Lhe answer on the right:

What's his surrme? " Purker

What's his first nome?  Peter ;

M, Mrs, Miss or Ms? M

¢ When was he born? Y May 1584

: Where does he live? o We don't knoeo.
What’s kis telephone number? We dor't know.

What does ke do?

%
|
|
:

Stutident

Where does he come from? i We don't Jnow.

What are his interests and hobbies? | He is studying English Literature qnd enjoys
wusic. He likes travedling (he hae an
International Student Trave] Card), keeping fit,
sutmming andfor plinying squash.
Explain that Peter has gone to the police siation. Write these cues on the boacd: My
rame is ., f When Twas .. /. us stolen /Tt had lots of important things in it like ...

In pairs, tell students Lo weite Peler's slalement Lo Lhe police, using the cues to nelp them.

Tzll ihe students to swap their staterment with another pair and check the language,
You rmay want to give students a simolified Second draft checklist to help them with this
(see p.120).

Bisplay the finished statements on the wall with one set of the Contents of Wallet. In
groups of three or four, tell the students to select the statement which is most factually
alcurate.

Follow up

Ask the students haw much information about themselves they think is in their own wallet.
Give each student a second copy of the Police Form and ask them to use thelr own wallet to
complete it. Tell them nat to add any information that is not included in the wallet.

Ask the students to complete the story: “Yesterday, Peter Parker went shopping ...,



Contents of Wallet

N. Patel
Newsagent
Ealing

fifitness CentreZ2X8

Membership card
No.667823

Expires: August 2004

m muh |u|||n|

Student Name: Peter Parker
Course: BA (Hong)
\_ English Literature J

28.03.04

. ——— ]

[ L Magazine £3.00
Shepherds Bush Empire
) CosMIC CHICKEN
, T SUPPORT BAND
Doars open; 8.00 p.m,
30 March 2004
[£15.00 Seat: A32|

Thank you for
shopping with us

----- BBC Music :

,--___h___"____-----_-___L

Police Form

Metropolitan Details of Crime Report
Police Victim Form

SREREI I

Surname: First name:

T T

Title: Mr/Mrs/Miss/Ms Date of birth:

Address: Telephone number:

Occupation: Nationality:

Iinterests and hobbies:

R S e e T T

—
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Unit 1 Personal information

Who's who

Warm up

1 Divide the class into groups of four. Write a famaus persar’s namc on the board. Ask the
groups o discuss everything they krow about that person.

2 After twa minutes, feedback onto ~he board as a whole class Use these headings: Name;
Occupation; Achievemenis; When/where they were born; VWhat their education was; Whet
jobs they have done.

Main activity

ST

.
WG e e e
CHRaRRGRATA R

given in the Sample Biographies Feedback as a whale class ang cmphasise the level of
formality of the language.

3 Explainthat they zre goirg ta gather infermation an another student, so that they can
wrile a brief biography. Students who do not have much lifetime exparience may wish in
do Lhis in ‘role’ by thinking af a famous person ar selectirg one from the (ist the teacher
prepared before the lesson. Tel ther not to tell aryone who they arz!

4 Divide the class into groups of four and ask them 10 brainstorm the sort of questions they
are going to have to ask. teedback as a whole ciass. Write these cues on the board as
siudents feedback: Was born in ... (place? | Wus educated ... | Worked as . ! Mujor

chievement ... | Free-time achicvessent ... .

5 Fullhe students in pairs and ask them to intorview their parthers znd rmake notes, usirg
the cues on the board to help them.

6 ‘When students have had sufficient time, 5top them and ask them to write their partrer's
biography. Tell them to ensure they do not write a narme or t1e bicgraphy.

7 Ask them to swap their written biographies with their partner and tell them o check them
fur factuai content and organisation and redraft the biograghies together You may want
L0 give students a simpfified First draft checklist 1o nelp with this isse [p.120}.

8 Display the finished hingraphiss around the classroom and ask the sludents 1o reac them
and try ta identify wha is who!
Follow up

¢ Askthe students to write the biogranhy of a fictioral character, e.g. Sherlock Holmes,
Hamlet or Cinderella.

g
§ o Ask the students to rewrite their own kiography for the first page of their website.
Cmphasise how this may differ, 2.g. it will probably use less forma ianguage and might
focus on achievements and hobbles rather than education and career It will also ba

written in the first person.




(

Sample Biographies

_—h'_'_—‘——___
A
................ 7o (1976 - ), footballer. He was born in Rio de

Janeiro, Brazil, By the age of 16 he was already playing in the Brazilian
First Division and scored 54 goals in 54 games. Two years later, he
became a member of Brazil’'s World Cup team and joined PSV
Eindhoven to becoms Holland's top scorer for that season. In 1996 he
transferred for a record $19.2 million to the Spanish club FC
Barcelona, who went on to win the European Cup Winner’s Cup. In the
same year he won a bronze medal with the Brazilian team at the
Clympics. In the late 1990s he was voted European Player of the Year
and twice International Footballer of the Year. 1997 saw him sign to tha
Italian club inter Milan and win the Copa America. He joined Brazil's
World Cup team in 1998 and, after recovering from several injuries,
scored two decisive goals in the 2002 finals against Germany. In the
same year he signed to Spanish club Real Madrid.

................ 2 I8 widely believed to be Brazil’s best player
since Pele.

=

Fend U R

EER AT T e e SRR R R R T T

................ i (1965 - ), writer of children's books. Born in
Chipping Sodbury, England, she was educated at Wyedean
Comprehensive School and Exeter University before becoming a
teacher of French and English. In 1990 she began writing the first of a
planned series of seven books about her famous wizard and his stay at
Hogwarts School of Witchcraft and Wizardry. The first book was turned
down by several companies before finally appearing in 1997, when it
was an instant success. Her following books broke many publishing
records. By 2000, ................ 2 e, was the world’s highest
earning author and within two years her books had sold over 167
million copies worldwide. The film versions followed and the fifth book
in the series was published in 2003.

................ P ieree.. was recognised for services to Britain in 2000
with the award of an OBE (Order of the British Empire).

B amL S S T e A R R e ey

B S B T AN e S e T e
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Unit 1 Personal information

Jobsearch

Warm up

1

In greups of four, give each group a set of Fictures. Ask each student to take one picture.
Lxplain that they are going to create information about that person. Ask them Lo write an
the picture a fictional name and age (or the persor. Give them five minutes to use their
imagination and wrile on 4 separate pigce of paper brief notes about the persor, e g job,
farrily, qualifications, eic.

Ask the studenis Lo swap their piclure witn someone else in the group. Ted them not to
tzlk tagether. Ask therm Lo write on the back of the rew oicture what job they think that
pesson might mave done n their earlier e and what thelr hobbies are,

Telf the students Lo swap hack their pictures. Ask them to tell the group about their

character, using the persan’s previous job and hobhies, as welf as their own notes. The
group should try 1o provide logical reasens for any inconsistencies in their career.

Main activity

1

Write C'V on the beard. Brainstorm what a curriculum vitac is, 2. a shorl summary of vour
career and experiences which you send te a company when you are looking for a joh, Zlicit
why cancisengss is impcertant, i.e. because emplovers reccive many CVs and have limited
time: it your TV is toc lore & will not cven be read!

Elicit what is normally included and, as students fecdback, write these neadings on the
board: Name; Address; Qualifications; Details of preseat ermployment and responsibilities;
Detgils q,"‘ previous employment and respansibilities, Hobbies; Referees. Elicit how the
Irformatior: given under Name, Address, Qualifications, Hobbies and Referees will be
factual and in list form, while the information on curert and previcus employnent will be
subjective and presented in camplete paragraphs.

Give each group two copies of the Previcus Employrmenl Details. In pairs, ask them to rcad
the detalis and do tne vacabulary exercise. Feedoack as = whole class.

L e
Eficit why the writer has used a formal style, i.e. because CVs are wrilien for a business
confext, and haw it ‘sells’ the person to the company by presenting every:hingin a
pOsItive way.

Brainstorm the characteristics of the layout, i.e. dates; job; companytemplover; location;
responsibilities and description of the person’s contribution to the company: and the
style, i.e. formal, concise, subject omitted in the first sentence. Note: The person in this
cxample works for the local government, Hertfordshire Caunty Council.

Ask the students to decide on a job their fictional characier from the Warm up would like
to apply fer. Ask them fo write the character’s CV, using lhe headings from step 2.

After ten minutes, ask them (o swap CVs with ancther student. Tell them to check the now
Cv for arganisation and style and correct iL. You may want to give students a copy of the
First draft checklist Lo help thern with this {see p.120).

Ask the students o swap back CVs and in their pairs discussiagree any corrections.

Folfow up

e Tell students to find a job adverlisement thal interests them in a newspaper and writc

their own CV in English, targeted at that particular job.

Tell the students thay have seen a job advertisement which interests them, and need to
write a formal Ictter to enclose with their CV when applying for the job. It must include:
where they saw the advertisement; a brief summary of why they want the job and why

they would be good at it.




L b

L ]

Pictures

e ik ]

e - —

Previous Employment Details

1999 — 2003 Chief Librarian, Stevenage Library (Herttordshire

County Council)

Responsible for managing a team of ten people,
initiating a siaff training programme on ihe Internst
and developing the stock 10 include more popular
fiction books. The job aiso involved fiaising with many

outside companies in order to raise money for
omputers. During my time as

: additional books and ¢

Chief Librarian | nurtured a strong team spirit and

' was delighted when the library service asked me to
th colleagues around the

share this experience wi
country as part of their pngoing training programme.

From Writing Extra by Graham Palmer ® Cambridge University Press 2004

'PHOTOCOPIABLE .

15



Unit 2 The family

Dinner’s in the oven

Warm up

1
2

3

Wrile or the board in Lhe style of & brief nole: Gone fo see Mum. Back for dinner, Steve

Write on the board: Who wroie this note? Why? Where are they? How old do you think
they are? Who do you think they Hoe with? In pairs, ask the students to answer the
guestions. Feedback as a whole class. Do net confirm or reject any ideas.

Ask: Who writes notes fa your house? Wha are the notes fo? What are they about?

Main activity

1

Keep the students in pairs, and give each pair a set of Notes. Explain they are from three
difierent households. Ask them to iry to answer the questicns or the board for ezch note.
reedbacx as a whole class. Do not confirm or reject any ideas.

Give the students the Shopping and Household cards. Expiain they must match a note and
thres items of shopping to each household. Feedback as a whole class. At this stage, ask
students to justify their answers.

o

s

- el
i o
d 1§ ﬁa .5@.«;"1_""«4 i Mﬂfu‘w.'. ST i
i e R e it gk R T R e e R

Brainstorm what was omitted in the notes, L.e. subject pronouns and auxiliary verbs.

Ask the students to each write a typical noie for their own or a friend's household, in the
same style as the notes thay nave seen. Thay must not use their real name!

In the same pairs, ask the students o swap notes and answer these two questions: Do T
understand the message? What does this nate iell me about the household? Explain that
one student i each pair is Student A and the other Student B. Tell them to discuss if the
notes reveal enoligh about thelr household and then redraft the notes, with Student A
acting as secretary and writing out hoth notes.

Ask sach palr to think of three items of shopping for each of their households. Tell thermn to
ensure tne shopping reveals enough about their two househclds. Student A should then
write out the two shepping lists, oneg for each household.

Ask the students to write a description of their own household. Ask them to check them for
accuracy and ther ask Student B to act as secretary and write out the two descriptions.

Join the pairs into groups of four. Ask each group to swap its Notes, Lists and Househalds
with another group. Teli the groups to match the new Moates and Lists te tne Housshalds
and check their answers with the group they have swapped with.

Follow up

Ask the students to write a typical note and shopplng list for a famous persor. Ask the
other students to guess the famous person.

Ask the students to write the note that they would most [ike to receive from a member of
thair family.



Token Ben 1o
the vet.
Dirner s in the

lipis a computer

Householg 2. Peter is g university Household 3. Sue and Tim have
Consultant and sye Works in g shop. Student who lives in g shared hoyse
ey have 5 ten-month-olg baby
boy, Ben,

been married for 15 Y&ars and haye
asmall dog cajleq Ben. Sue is 5

ban Manager and Tim IS 2 teacher,
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Unit 2 The family

Trouble with the in-laws

Warm up

T Draw tnesc family trees on the board anc elicit the relationships between the people,

Philip  m= May L Jom = K

Mark (23) Tina (‘50)

2 Ask: Wit will the velationships be if Mark and Ting get married? Eicil the vocabulzry
in-laws. Ask: Do you think the age difference could be a probiem?

Main activity

1 Explain that Mark and Tinz have asked both sets of parents {or a meal at Mark's flat. Al Lhe
roeal Mark and Tina announce that they are getting married. Their parents arc Very upser.

2 Divide the class inzo four equal groups, and explain that each group represents one of Lhe
parents_ If the class does not divide into equal graups, ersure that threz of the groLps are
equal and the fourth smalle-. Give each student the appropriate Role Card, ensuring that
the smallest group get the role of Kath. Tell them to discuss in their groups what ey think
of the announzement and how they wifl rezet to il

3 Regroup the students into new groups of four so Lhat all the parents arc represenied in
each group. If the group numbers are unequal, Lhe role of Kath will be cmitted from some
groups. Tell them Mark and Tina have lefl 1he room to get coffee and this is their first
opportunity to talk about the marriage. they should <ay what is on their minds ang defend
themselves and thelr son/daughter against any insull!

4 Atter five minutes, interrupt the discussion. Tell them that they are so upse: with what’s
heen said that they leave the dinner party ezrly Mark and Tina have zlso averheard
everything and arc in tcars.

5 Explain that the parcnts feel terrible about what has happened and are going to writs
letters apologising to Mark and Tina and to the sther parents. Elicit how these lellers will
differ and what they will include, e.g. the lelter to Mark and Tina will be lass farmal than
the one to the other parents, but both will include an apology, an explanation of their
viewpoint and alse how they wanl (o move matters foryard.

6 Give each pair of parents a cony of the Letter Cues and ask one of the students ko write to
Mark and Tina and the other to write to the other parents, using the cues ta help them. It
the role of Kath has been omilted from any groups, put the spare Johns in pairs to write ;
the Icttors.

7 Afterten to fifteen minutles stop them and ask them to swap their letters with thair
partner and check them for logic and persuasiveness. Ask the students to feedback to
cach other and redrall. their letters.

Follow up

®  Askthe students to swap their letters with students who were in role as the ather parents.
Ask them to read the new letter, decide how persuasive it is and write a reply, either
accepting or rejecting the apology.

& Explain that Mark and Tina got married and Tina is now pregnant. She wants to develop
her career and they plan that Mark will give up his job to look after the baby. Tell the
students to write Mark and Tina's letter to their parents explalning their plans.




Role Cards
Philip

family business.

Mary

give up her job Lo look after them.

T o e e N A g e dbe—— e mm—-,

Letter Cues

{Group 1}

You are Mark’s father. You think he is much too young to settle down. He cannot possibly know for certain that
he wants to spend the rest of his life with Tina. Besides, her family have no maney and Mark wilt inherit the

iGroup 2}

Yau are Mark's malher. He is your 'littlc boy’ and still needs someone to take care o hirn. Since he started
going out with Tina you have been vary worried. You think she is a bad influence on him and far too ald.

You are Tina's father. You are proud of whal lina has achieved. it is not everyone who gets te be a senior
manager at the age of 33. Mark has not even got a good joh! And if they have children. he will expect her to

{Group 4}

You are Tina's mother. You are desperate for some grandchildren. You are not happy about Mark though. He is
too young. While Tina is seeing hirn, she is not getting ta meet men her own age.

___________________________________________________________________________________________________

Letter 1: Dear Tina and Mark

Paragroph 1: Apolagising
We're 50 sorry for .
We're really/awfully sorry for ...
How silly of us to say that ...
... We really didn't mean it.
We were amazed at ...

Paragroph 2: Expiaining

we think ...
You see ...

Paragraph 3: Making plans
We hope we can ...
Let's hope we can ...

Lats of love
“Mum and Dad

We're very happy/unhappy about ...

Letter 2: Dear Mr and Mrs ......coveenennn..

Paragraph 1; Apologising
We're writing to apologise for ...
Please accept our apologies for ...
Please forgive us for saying ...
... it was a misunderstanding.
... Came as a great surprise.

Paragraph 2: Explaining
We were shocked/surprised to hear
that ...
Asweseeit ...
[n our opinion ...

Paragraph 3: Making plans
We would be really pleased if we
could ...
We would like to think we can ...

Yours sincerely

CMFand MFS o
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‘Unit 2 The family

Family matters

Warm up
1 Write on the board: geneqlogy. Brainstorm what it is and how you could find out abour
volir family's history, @.2. by asking relatives, using archives or the Internet.

2 Give each student a copy of the E-mail. Explain they raceived it this morning from
someone who they do not know. Ask them to read it quickly and discuss with a partner
what the persa wants tharr o do. Feedback as a whole class

Main activity

1 Zlicit how the e-mail is in 2 scmi formal style since the writer does not know the recipient
but s sending a gersonal and not 2 business e mail.

2 Write this tzble on the beard:
: 1 a 1 hrwc Cﬂnmcted iy brother wncemerzg ;he /b, T've got in touch w:rh my ur‘omcr
about it

2 q Yeah, Il do it! / b. I would be very inleresied in doing it.
3 a. Many thanks for your e-mail. / b. Cheers for the messige.

1
Y
b}
o
A
e
2

4 i lt was gooai’ to h:,arjrom YOU. /b Iaﬂpreuaie you COTLEL: tmg e,

M ihe same pam, ask the studerts to qwckly choose the ph"uses in Ibe Lable whlcr" are
most I|kely te appzar in theoir roply and doc;de the order in which they would appea'
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Elicit how the.;e are all semi- forma[ and _norﬁfo & appropriate ina rf-piy loa stranger

3 Ask the studenzs individuslly to write a positive reply to the e-maif. In it they should zgree
to contribute to the website at  fater date but not yet give any informazian.

4 After five minutes, ask the siudents to swap their e-mail with the ather student in their
pair and check the new e-mail for the level of formaiity. Ask them to underlire anything
they feel is too informal and return it for redrafting.

5 Give each student a copy of the E-mait Attachment and oficit what it is, i e, separate
information that has been attached 1o the main ¢-mail. Ask the studenis 1o read it and
discuss in thelir pairs who will have access to the information and how much about
themselves they wish to sharc. Foedback as a wholc class.

6 Askthe students individually tc write their toxt for the database. H they fesl
Lncomtortable writing about their own famiy, teli them to write ahaul an imaginary family,

7 After fifteen minutes, ask the students to swap thelr text with their parirer. Give each
student a copy of the First draft checklist. Ask them to read their parlner's text and
underline any problems of communication, style or organisation.

8 Askthe students to return the annotated text to their partner, discuss any annatations
with them and then redraft their own text.

9 Itthere is cnough time, put the students in groups of four. Tell them to fold over the top of
their texts sa that you cannot see the first section entitled 'Me'. Ask them to swap their
texts with another group, discuss the new ones and guess who they refer to. They can
then check by unfolding them.

Follow up

® Askthe sfudents to write a semi-formal e-mail declining to submit information for the
database and explalning thelr reasons.

¢ Ask the students to rewrlte the information In the attachment for a ‘Family Book’ that will
be distributed only to close family members. They should choose an appropriate style and
may choose to add or omit things.




I hope you do not mind me contacting you. | obtained your details from an
Internat e-mail directory and am e-mailing everyone who shares the same
family name in your locality. My grandparents originated from there and |
believe we may be distantly related.

In order to aid my research, and that of others, | am attempting to
establish a genealogical database on my family website. | was hoping you
might consider contributing some information about yourself and your
immediate family. | would be grateful if you could forward this message to
any other family members who you feel might be interested.

| do hope you will give this serious consideration. | have attached some
notes if you would like to take this further. Many thanks for your help.

Best regards Click for | 22
Attachment |

- E-muail Attachment

The Family History Database

This searchable database will appear on my website. As well as names
and dates, | would like it to include some more interesting information
about the family that you feel comfortable about sharing with others.

To help you | have split the information into three sections:
Me; My family; What makes my family special or different.

Please limit yourself to a maximum of 200 words per section.

Me
Informatian about who you are, where you were born and what you do.

My family _
Brief biographical information an your siblings, parents and grandparents.

What makes my family special or ditferent
Memories of your childhoed home; any ineident that has made your life slightly
different to others’ in the family; any incident or event that you ean think of that

typities being part of the family.
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Unit 3 Daily activities

Nothing happened today

Warm up

1 Give one copy of the picture Lo each studert. As & whele ¢lass, brainstorm: Haiwe old is
sie? Where is she? What does she do? What do you think she did yesterday?

2 Give one copy of the Diary Entry to each student. Lxplain it's an entry from the young
warrian's diary. Ask them to rezd the entry Lo check their guesses. As a whole class,
‘eedpack and chock difficudt voczhiulary.

Main activity

1 Explain that il is twenty years later ard the woman is now & successful politician, She has
dacided Lo publish her memoirs. Give one copy of the Memoir to each student. Tell the
students 1o use the information from the Diary Entry to complete tha Memoir about her
tume al t:ollz-zgm Feedback as g whole class

: W;aé gi:%% :

2 Discuss how the Diary Entry and Memoir are different, i.c. the dmry % not written in
complele sentences and uses a varlety of tenses; the memuoir nearly always uses past
tenses. In the diary, routine activitizs like getting up have been omi:led ard orly
inleresting and unusual events are included.

3 thy the dlary er-try for 23 57 onto thﬂ boafd and mark t to 5ho~~.r WFere words are or‘ntted

¥

P‘.’hole e*aemﬂg wasted. Mo 0 brz fliant .. p!m, cd all t}wr hzt OMgS. Lead cmger s
Ja8 A

50 good Iooxmg M spcrzf whole time with Tina. g

A e e e T e -

4 As awhale class, brainstorm what types of words have been omitted, ie. articles, verbs,
pronouns. Ask: Wi ave diary entries shoriened like this? Explain that it is quicker to write
lice that, especially when you're putting down a lot of exciting things, and you do not
expect other people to read your diary s0 you can shorten things and not cause any
misunderstandings. Note that Mark's name has been abbreviated. This stops anybody
who does read the diary knowing who you are tatking abous!

5 Tell the students to choose one day from fast week and write their diary entry for that day.
Telf them ta make it very intercsting and invent details If necessary.

6 After ten minutes, collect in the diaries and redistribute them, making sure each student
has a different one. Ask them to read them quickly and guess who wrote them.

Foliow up

» Tell the students to choose the best day or most exciting day in their life and write their
diary entry. Alternatively, they could write the entry in the role of a famous person.

& Ask the students to interview their parents or an older persan and write thelr memoirs.
Tell them to use the photocopied mermoir as a model, making sure to change it to the third
person, and start: “Twenty years age...".




bl

Diary Entry

_,_Fﬁciay 15 May

13.15: Terrble headache. Must have more slzzp' (Nat il +omarrow.
Got tickets for MaCo at college tonight.) Library full of pecple not
-reading bocks. - Am T on the right course? Am going o b o Bus driver
(won't need exams). Mark didn't even say hallo when I walked past,
Why are men idiots?! Tina’s right: dhe says T should -rcrqz+ bim.

Impossble when he's everywhere!

19.08: Should I dress to please M2 Really don't krow. Yes. Am gaing
0 wear my blue t-snrt and black mini. ™M loves tem.

R3.57: Wnole evering wasted. MoCo brilant... plaved all thar hit songs,
Lead singer is 50 good—locking. M spent whle Time with Tina., ]

U e AN S e U A A AT o™

Memoir

Twenty years ago, when | was a student T usually got up at 9.00 and had some toast for

breakfast. I nearly always stayed up late, so I often had a bad Lo when

1 first got up! After breakfast, [ normally went to the 2 .o . Bveryone
studied hard but [ wasn't really interested in all that hard work. I saw all the good bands

who played at 3 ..o . In fact, I still love live music.
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Unit 3 Daily activities

Prison: doing time

Warm up

1 Put the students inte groups of four. Give cach group two cagias of the Prison Routines,
and ask them to Iook at the timetable headed Our Group's Prison Day. Fxplain that they are
al chief prison officers in a probiem prison. The prisoners are currently fucked up in their
cells al day, #nd are bored and becorning aggressive, Their jeb is to plan a new prison
routing for the prisoners. Ask the students to look at the list o Possible Options, and
discuss any difficul vacabulary.

2 Give Lhe groups five minutes to plan a new routire, Ezch numbered slot in the timetabic
can have one or more cptiens; they can choose from the apticns provided, and add new
oplions of their own if they wish. They do not have to use all the cplions and can use the
same option mere than once. The times for meals ard nighttime lock-up cannot change.

3 Feechack as a whole class, and ask students to justify the eprions they chose.

Main activity

1 Give gach group two copies of the Letter Extract. Fxplain that it is part of 2 lettor that Hull
Prison’s new Chicf Prisan Officer has written Lo fus friend describing his first day at work.
Ask the students to read |t and (nmplP & Lhe gdpb irt thu Hull Prison Day.

i S i S
il (_x%f&.jl 'an% e ey i an el
**%giw dmb e bsai s s T o

Feedback as who C class and bnf-ﬂy discuss Lhe differences batween the students’
planncd r:u.:tmoc and that of Hull Prison.

2 BExplain that thc Chi ef Prisor threr hak deud d to ed: h|s etter to makc i 5horter dnd
more factual. In pairs, give the students five minutes to cut as much as possible. Tel! Lhem
to only add worcs i they are r]&(_{:‘bhdl’y tu meke the mpanmg clearer. :

plIED
,;:tj%%m,

3 Explzin that the Chief Prison Officer has beer asked by the government to write a factusl
report on how Hull Prison works. A section of the report is about routine: what prisoners
can de, what they have to do and whal. Lhey ars not allowed to da at different times.
Brainstorm how it will differ in style from the letter, i.e. it will be formal, precise and use
the present simple and madals such as can and may to emphasise routine and possibility
and smust and cannnt Lo emphasise compulsion and prohibition.

4 In pairs, give the students ten minutes to write the section on the prison's routine. Cxpiain
they should use exact times and explain the options available to prisoners throughout the
day, e.g. in recreation time they can play poot, watch TV of read books.

5 Tell the pairs to swap Lheir report with another pair and check it for formality and logic.
You may want to give students a copy of Writing style 1 to help them with this [see n.125).
When they have had encugh time, ask the pairs to regroup and feedback to each ather i
before correcting their report.

Follow up

® Ask the students to write a similar section of a report on the routine they created in the
Warm up. If their routine is too similar, tell them to write about how the routine should he \
altered at weekends. '

® Ask the students to write a brachure entry for an all-inclusive package holiday. in it they
~ should say what it is possible to do throughout the day on the holiday and when.




Prison Routines

Letter Extract

Passible Options
’ i a
Our @roup’s Prison Day Choose the best time for prisoners to do these things
07.00-08.00 Breakfast and write them on Qur Group’s Prison Day:
1 Lock-up: time spentiocked in cells
-10.00 B
08.00 Work: washing clothes or working in the kitchen; working in
10.00-12.00 2. the workshops making clothes or parts for machines
13.00 Lunch Recreation: prisorners can use a room with a Tv, poo! table
12.00-13. and books, the computer room or the prison library
13.00-15.00 B et Education: classes in aris and crafts, basic maths and
00 4 knglish and computing
.00-17. . .
15 & Life skills: practical sessions on problem solving, anger
17.00-18.00 Tea : management and social skills
18.00-21.00 5 . Exercise: prisaners can exercise in the gym or prison yard

 others
wasn 't

evarything seems t¢ be worki
st as the prisoners ware

Thought it would be good o show my face
arrived. In the ki

ng well nare. T got to work at about quarter to cight,
being moved. To ther work areas

tchan, several priscrers were busy cleaning up after breakfast and
n the laundry ware doing a good b washing “he bedding from last waek. T
50 impressed. in the werkshops though. Nobody uwas working when I walked, in
T as son as they saw me they started!

by The priscn officers, T

in the warkshaps to let everyone knaw T4

From my office T can see tae prison yard. Just befere unch at least Thirty of the
prisoners were ot thare kicking a ball about. Latar, T went dowrstars +o sz haw
they behaved. on ther way back to work. They all seamad. pretty tired, which s good.

Late aftermoon, I went down fo watdh & life skills class. There were about five
prisonars taking about thar experience of strect fights, 1 Tollowed them down to tea,
which was well organised. Aftaruards, on the way back I passed the recreation room

whare a. couple of prisoners ware playing podl and others were watching TV. Al in all,
I was very pleased. wrth ahat I sqiw. B

HWMWWVMWM—WMMW
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Unit 3 Daily activities

Murder mystery

Warm up

Explain that there has been a mysterious death, In pairs, give each pair 2 copy of tre Summary
of Circumstances and tell them Lo discuss what could have hapoened 0 Lhe man. After five
minutes, feedback as a whole class. Do not corfirr or dery znything!

Main activity

1 Keep the ’ass as ane group. With larger classes, divids Lhe students into equzl rDUps No
larger than twelve students. Choose the most imaginal ve pair and give them each g Role
Card. Iell them they knew the murdcred rmar, Ted Naccan. The rest of their group are
police officers who will interrogate them about his death in five minutes’ time. They musct
prepare by reading the information on their card; they can ade more details if they wish.
They should not share any information with each ather

2 Tell lhe cther students they are police officers who are investigating the death, which
occurred todzy. They are going to question twa peaple who knew Ted Naccain weil and
who are passible suspects. Explain that they must try to find out Ted’s normal rautine and
if it has changed at alt over the last two days. In their groupls), tell them to appoint one
stucent to act as interrogator and brainstormm a list of questions for the interrogations.

3 Alter five minutes, stop te grounis). As a whole class, brainstorm how they will struciure
their note-taking during the interrogations tu help them make sensc of what has
happened. Elicit the headings: Ted's routing; Changes in routine; Possible reasons for
deatir. Elicit how a mind-rmap may be easizr te complete for the first two headinge and a
list far the third. Elicit how the notes will be brief, incomplete scntences.

4 Tell the two ‘suspects’ in each group to introcuce themselves. Tell the groups that their
appointed interrogatar has live minuzes to interrogate each parson, slarfing with Simon
Naccain. The suspects are not aliowed to talk to each ather. During the interrogation, the
other students ir the group should take notes so that they can compiete a police report.

5 Afterisn minutes, stop the interrogations and ask the students who have been in role to
rejoin the ctass. Brainstorm how the report will be formal, in the third person and will use
modals of deduction to talk ahoul Lhe past, e.g. may + have + third form of verb. Quickly
brainstorm madals on the board, from impossible on the left to possible on the right, i.c.
can’'t, might, may, could, must.

6 Intheir pairs, ask the students to write the police report using these headings: Routine
and any changes to the routine; Possible reasons for the dealh.

7 Give each pair a copy of the First draft checklist. Tell each pair to swap their report with
another pair and use the symbols from the checklist to mark any changes they feel nced
to be made to the style of the report or to make it clearer or more logical.

& Tell the pairs to swap back their reports and correct them where appropriate.
9 Asawhole class, feedback possible solutions to Ted's death.

e e S ¥ R

Follow up

® Explain that €1,000 went missing from the school office yesterday afternoon and the
students are all suspects. In pairs, ask the students to interview their partner about their
normal routine and what they were doing yesterday afternoon. Tell them to take notes
about their partner and write & police report with these headings: The suspect’s routine and
any changes to the routine; Whether the suspect could have committed the crime and when.

® Askthe students to write a press release to give to the media concerning MriNaccain's
death. It must be concise and unambiguous. They.must decide what information to
release and what information ta hold back in case It influsnces a criminal trial.




Summary of Circumstances

Key
1 bady

2 blood

3 office chair

4 desk

Sdoor - lacked

dwindow -cpen

7 security camera - not working

:
i
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It is Wednesday afternoan and Ted Naccain has been found dead in his office an the secend floor of a four
storey office biock. The bady was discovorad by Ted's brather, Simon, and the company’s accountant, Andrea
Christie, at 14.27. when thay gat there the door was locked and the security camera was not working.

Ted's keys are in his pocket. He is Fying on his back in a pool of blood and there is 3 stab wound to his back but
no weapon. Itis a cold winter's day and the hesters are full or but the effice window is open. There are o
footprints in the srow under the open window but there is 5 dead bird on the ground with no ohvious injury,
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Simon Naccain

+ You are Ted's brother and business parter. For the last six months, you've been

¢ having an affair with his wife, Gerry. He spends afternoons in meetings, right up until
i eight o'cock in the evening. That's when you get to see her! She phoned early today
i and said she thought Ted had found out. That would explain the way he was this

' morning. You g0 jogging with him at six o’clock every day and then he gives you a lift
:  to work at about seven. This morning he was late and ran like he was crazy.

i Atthe office, he works hard on paperwork and answering e-mails up until ten when
i he has some coffee. From then till funch he's never off the phone, setting up

f meetings. Today, Andrea Christie called you at lunchtime saying something was

i wrong. Ted never locks his office door, so when he didn’t answer you broke it down.

Andrea Christie

You are the company accountant. You have been appropriating part of the
company’s profit. Somehow Ted found out. Yesterday aiternoon, when he dropped
into the affice, as he always does around five, he said he wanted your resignation
and all the money back by midday on Wednesday. If not, he'd tell the police about it.

You normally meet Ted at one o'clack for lunch in the nearby sandwich bar, After
lunch you take cheques to his office for Ted to sign. He didn’t show up for lunch
today. When you found his office door locked, you tried his mobile and heard it
ringing inside. So you called his brother and he broke the door down.
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Unit 4 Homes

Designer kitchen

Warm up

Expiair: 10 the students that they work for a company that designs kicchens. Some peoals
have asked for heip. Their small flat has a tiny, badly cesigned kitzher and even making a cup
of instant callee ic difficult. Brainstorm whzt they think the design problems might be,

Main activity

1 Inpairs, give cach pair a copy of the Report:Part 1. Tell thern to read it arid comglate the
vocabulary exercise Teedback as a who'e class.

R kY

Vigdrs i :{g
' %ﬁgﬁ%@’ SRR %%%

2 Cive aut one capy of the cut-up Kitchen flan to eack pair. !f vau have prepared an QMT of
the kitchen plar, use it here. Explain thal they must redesign the kitchen so it takes the
fewest possible movements to make a cup of cotfec. They already have a sink, a Tridge
and a cocker to place on the plan. They must decide whal the three Elank squares
represent and label them, e.g. cupboards, drawers: these too must be arranged on the
plan. The students must also write in wheare they would put the electric kettle and the
instsnt cofiee. Teli them they have five minutes to da this.

3 While the students are doing the task, draw the Kitchen Pian on the baard {uniess you are
using the OHT). After five or ten minutes, use th's plan to feedback as & whoie class on the
best design for Lhe ttchen.

4 Tel'the studenls that your clients now want a report on the suggested improvemenls.
Brairnstorm which zre the mast mportant improverrents and which are not so impartant.
As students ‘eedback, highlight their use of should, e.g You should move the fridge.

5 fxplain thet the pereon whe wrote Parl 1 of the report is ill. The students must finish the
TEPOIT by writing Part 2. They can use the language in Pari 1 to help them write Part 2.
Write these cues on the bozrd:

2 Heow fo change the kitchen

2.1 You should move the fridge. The best place fo put it is .. because . .

Give the pairs a lew minutes to draft 2.1. Feedback onto the board and ask one student
from each pzir 1o copy this first section onto a piece of paper.

6 Tell the students, in pairs, to use this Paper to continue with the report by writing the
other three points, 2.2 to 2.4, based on their kitchen pian. Remind therm how they
priotitiscd the problems in step 4 and emphasise thal the most impartant proklems
should be dealt with first,

7 After ten minutes, tell the pairs Lo swap their repart with another pair. Ask them to read
the report and decide how easy it is to understand and whether the improvements are
logical. Ask them to award it a rmark out of ten. Explain that the most fogical report, wili win
the contract. Feedback as a whole class and award the contract{s}.

Follow up

*  Ask the students to draw a plan of their own kitchens and analyse the layout, They can
then write their own report for their parents or partrier on how it can be improved.

* Tell the students to write a newspaper advertisement for their kitchen design company.

L I



Report: Part 1
1 Problems with the kitchen

1.1 The fridge is big and stops the window opening. Also the oven is next to the fridge and the
fridge does nat work well when the oven is hot.

1.2 There are a iot of drawers for knives, forks and spoons but there is only one cupboard. It
has plates, cups and saucepans in. There is not a cupboard for food.

1.3 There arc not enough work surfaces, and the sink is full of washing-up.

1.4 It takes a long time to make g tup of coffec because the electrie kettle, sugar and coffee
are not in the same place.

Find the words in the report that mean these things:

1 A machine thal keeps tond rolc a t__ __

2 A machine that cooks food an o __

3 Something you puli sut and push in a d___

4 Ap!aceforwaterorthewashing—up a s__ _

5 A machine that bolls water an e ko ___

g)< ..........................................................................................

iCitchen Pian

Window

Key

1 coflea
Zkettle
3 sugar

|

rs — .
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Unit 4 Homes

Holiday house-swap

Warm up

1

Llicit the meaning of & holiday house-swap, i.¢. a holiday anywherc in the world where you
borrow someone g'se's house while they use yours.

Brainstorm the advantages and disadvantages of houss-swaps.

Put the students in pairs and give each pair a copy of the Piztures ard Notes. Tell them
these are potartial house-swaps which scmeone nas made notes 6. Tell them to match
the notes to the pictures.

T e
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Main uctivity

1

Pus the class inio three wroups, numbered 1- 3. Ask them to only ook at the house that has
the same nurmaer as ther group. Tell them to discuss whether they would ke to stay in it

Divide the grouns into pairs and give each pair a copy of the Madel Letter. Explain that it is
a letter from the owner of one of the houses. Ask therm to read it, match it to a house and
circle the clues that he! ped thern iddent fy it
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Ask the pairs to underline all the aouns and pronouns and drav arrows from the
rumbered pronouns to the nouns they refer to. Demonstrate how the first one has already
heen done. Feedback as a whole les‘-
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Discuss how the:.e ImL: ihe fext! ooether. Ask the studentis to find two more inking words
in the igst paragraph. (Answer: unfortunately, alsa)
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Explain that in the three paragraphs the owner has tricd to anticipate three questions that
people might ask. Teil the pairs Lo write the quest:ons Feedback as a whole class.
s

Ask the pairs to write a similar leuer for the house they discussed in step 1. Tell them to
ensuire they arswer the three questions fram step 4, and use both the notes and the
picture to help them write the letter.

When the students have written their letiers, ask them to swap them with another pair
from within their group. Ask them to check the letter for linkers and redrait it, if nacessary,
5o that it flows more smoothly. You may want 1o give students a copy of Writing
organisation 2 to help them with this (see p.124). Ask them also to correct any inaccurate
information.

Ask the pairs ta swap their letter with a pair from ancther group and decide if they would
like to stay in the new house or not.

Follow up

Ask the students to wrile a similar letter for their own home or a drearn home.
Ask the students to write a description of their home for an internet house-swap site.




Pictures

= small sza-sde taun
o the Scuth cops

= 3 bedreoms; oum
garage; crildran
welcome,

- willags rear Sirattord

- 7. bedroofs; VoW
docrs ang ceilings,
o SMCking

~ pext to the river;
\ocal boat nre

Model Letter

Honeysuckle Cottage é
Beeton =
Warwickshire WK3 4DB =
24 Qctaber 2004 %

Dear Mr and Mrs Munn

I'do hope you enjoy your stay in our home. You'lf find 1it's cosy but 2it’s got everything
you'll need. Tdon't know how tall vou are, but 3i¢ was built in 1558 and people were shorter
then! Be careful of the doors — 4they’re very low and it's easy to bump your head!

The bathroom’s at the top of the stairs. 5Tt doesn’t have much space to keep anything in
but there arc cxtra towels and sheets in the cupboard in the spare bedroorm. If you need 91,
the washing machine’s in the kitchen and 7it’s quite easy to use. Washing powder’s under
the sink.

Unfortunalcly, there isn’t a shop in the village but there’s a supermarket in town. 1f youdon’t

want 10 ceok, the village pub does good food. 81 ulse does boat hire and the river is particutarly
pretty at this time of year.

Do contact me if you need further information.

Yours sincerely

Mis Fottes
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Unit 4 Homes

The student house

Warm up

1 Divide the class into four groups, numbered 1—4. Give each group enough cogies of the
corresponding picture for one per student.

2 Askthe students to lock at their picture and discuss: What that person does in a typical
day; What they tiink the person’s bedroom is like; What the person norma ity cooks or eats,

3 write these cues on the board: The most important thing in their life is . ; They haie .. ;
They fove ... . Ask the students to write corplete sentences abeut =he person in their
picture.

Mauain activity

1 Divide the groups into pairs anc give each student a copy of The student house. Explain that
the people in their piclures live together in a shared stucent house. Ask them to discuss and
make notes on things that might cause problems or corflic betwean housemates in each af
e roems, e.¢ who can use the bathroom firstin the marning. Feedback as a whole class.

A st 5 G g e T B P B gp o s
EEETE e R i = ,we{ % 24 o t msw%g R

s g‘e‘f’%*é& : 3 v G duy 2
2ut the studants into new up has one student from

cach of the previous groups, i.e. 1-4. Ask them to each take on the role of the person in
their picture and briefly explain to the cthers in the house what sort of person they are.

3 Afterten minutes, stop the students and explain that the housemates are hecoming
increasingly annoyed with each other’s iack of consideratiorn. in fact, last night, there was
a fight when someone refused to turn their music down. Tell the students to think of whal
their character might feel about it and the rules that they mighl want for the house. Split
the graups into pairs and tell them to write a set of rules for the house. These shouid start
with general rules but also include rules specific to each room,

4 After len minutes, ask the groups to re-form to have a house meeting. They should try to
redrafl their two sets of rules Into onc which they can all agres on. Emphasiso thar each
student pays money to live in the house and will not wanl to compromise over everylhing
bul nobody wants anybady to move out. If students cannot reach agreement on a rule,
they should take a vote,

5 fyouhave enough time, display the rules around the classroom and ask students Lo walk
around, read them and tick the house they would like to live in. Tell them not ta tick their
own. The writers of the most popular rules win

Follow up

¢ Ask the students to write advice for foreigners, which wilt be included in a travel baok,
about what they should do when staying in someone’s home in your country.

¢ Tell the students to use the points raised in their discussion to write an essay with this title:
‘The most important rules for living .
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Unit 5 Town and country

Get lost!

Warm up

1

In pairs, give each pair a copy of the Map. As a whole class, brainstorm the meaning of
difficult vacabulary, £.g. rubbish dumyp, prison, etc. and ¢licit or explain the words
crossroads, function, roundabout and traffic lighis.

Explain that someone cafied Sue nas written directions from the bus stop to her house.
In pars, tell the students to do the gap-ill exercise, After three minwies, fesdback as 2
whole class.

Read ahud the first sentence of the gap-fi T‘II erte on fhe board You tum left at the
roundabout. Explain that the subject is orritted because this is an instruction that is true
for anyone wanting to find Sug’s house! Ask the students to find other examples of the
imperative in tre exercise. Use the map and the exampies in the exercise to explain to go
past a place, o g0 over a crossroads and to go Hirough traffic lights. Note: you'll see is

a prediction.

Main activity

1

Give each paira copy of the Letzer. Explain that iL1s & letter that gives directions for the
same map but it has get wet and the ink has smudged. Ask the ciass to read the letter and
then, as a whaole class, brainstorm the relationship of the letter writer to the reader and its
centext, Le. itis an ex-girllriend or wils, replying to a letter from her former partnar who
requested = meeting.

Tel! the pairs to compiete the sentences that are smudged. After two or three minutes,
feedback as a whole C|d55

Elicit how the letter has got wes, i.e. Sue was crying as she wrote it. Elicit reasons why
people split up. Explain that Sue is slill upsel with Steve. She is not golng to send her
original letter but write another one. Tell Lhe pairs they can decide whether she directs
Steve to a place where he can huy her z gift, e.g the Chocolate Shop or a horrible place
which shows how she really fesis about him, e.g. the Rubbish Dump.

In pairs, tell the students 1o choose the place and write the new letter. Tell them they must
not mention the final destination in their letter.

When the stizdents have had enough time, tell them to swap thelr letter with another pair.
Tell them to read the other pair's letter and find out where Steve finishes.

After five minules, tell the pairs to join into groups of four and check if they are right about
the finishing place. Tell them ta discuss any directions that they found confusing and try to
rewrite therm,

Follow up

Tell the studenis to write a letter giving directions from the nearest bus stop to their
school, office or house.

Explain that your neighbourhond or town has decided to make a ‘Town Trail* leaflet ta help
tourists visit the three most interesting or historic local places on foot. Ask the students to
write the leaftet, giving directions for a circular walk and brief descriptions of why the
three places are interesting.

|
|
%
i
|
|
;
i



B

Rubbish
Dump

Hospital

T Sue's house

Palice
Station

Chacolale
Shop

Bus Stop _
Prison >

Sue has written directions tu her house. Look at the numbers on the map and complete the

directions:

Turn left at the 1. covdabart  Gopastthe 2 e and then go thrcugh the

3 e CoOVErthe d . Then turn right and go past the
5 oo, O yOUR Fight. AETNE € e tUN FIGHE, AN YOUl S2€

my house al the end of the strest.

%.( __________________________________________________________________________________________
Letter
e ) —
| Dear Steve :
| I uas surprised o hear From you. T don't know how you gat my new address.
| When we split wp T tdd yow T never wanted to sez yow again. A lot oF Things .
| have happenad. since Tren. TE yau still wart o tak, we can meet wp at -

Pete's Cafd on Wedresday at 1C.00. Just for a cofree!

vou nzed. o catch The rumbar X3 bus to get thare. Get off opposite The
poce station. From the bus stop fum IGFF at the T 15

i

Go 4 5 ’:@ et Th and Mi T B
Turn 5 at the crossroads. Pete's Casd

3
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Unit 5 Town and country

The news on the street

Warm up

T in groups of four, give each group a copy of the Masthead face down on the desk, Ask
them in turn it over and brainstorm what it is.

2 Explain to the students they are journalists warking on z new local weekly newspaper
calied Your Vioice. Ask: What interests your readers? Feaddack onto the board.

1
Elicit how the mos? impcrtant and interesting facts come fir
tacts secenc and s0 on down to part 5, which gives opinion.
2 ticle upside down. Ask: How is the article like a pyramid?

e e 05 5 A s
A

[ T 3
S iy
7 R L

Elicit how this structure helps the reader and the busy editor, i.e. il helps the reader
decide whether tney are interested In reading on and also the busy editor who can cut thz
last paragraphs ¥ recessary to creafe space for other articles.

3 Give each group a target reader: young children; teenagers; young professionals; families;
elderly people. Tell the graups they are journalists working for Your Voice. Ask them o uss
the argac of interzst brainstormed in the Warm up and make rotes about specific things in
their own town that are of interest to their target reader.

4 Ack one persor inevery group to tear a piece of paper intoe four pieces and give one piece
to each member of the group. Tell the students to each choose a different area ot Interest
and write it on the paper with their notes. Ask them to fold it over so no-one can read it
and pass it to the person on their right.

5 PBrainstorm things that can happen in a community, e.g. a fire burns something, somcore
wins an award, someone steals something, etc. Write an the board the verbs oniy, i.c.
burns, wins, steals, etc. Toll the students to choase ore verh and write It on the folded
papcr and pass it, unapened, to the person on the right.

6 Tcll the students to unfold their paper. In pairs, ask them to discuss how their verbs anc
hotes could be linked. Encourage them to use thelr imagination. Tell the students to use the
verb and notes as the basis for a short article medelled on the Sample Article's structure.

7 Askthe students to swap their articles and ¢heck them for organisation and whether they
will appeal to their target rezdor.

Foliow up

& Ask the students to research and write an articie about a real local issue. The article
should be no longer than 150 words and follow the structure of the sample article.

& Askthe students to find a newspaper or magazine that is obviously targeted at a youth
audience. Explain that the newspaper or magazing wants to reposition itself and sell to young
adults. Ask them to analyse the contents of the current issue and write recommendations on
how the newspaper needs to change to appeal to the new target audience.



Masthead
15 November 2004

Your Voice Free

Reaching more readers in your area with the news you want to read

CTEET R e

Sample Article

\ Pupils sample ethnic flavours

i
T RATRER RN bR g an

1
2 \ Children at a Royston schoal are having a taste of the Caribbean this week

A T R A R E b

CN
SRR

] Year Eigh* pupils at Greneway School, in Garden Walk, were visitad
by Francine Coates, of the Ethnic Minority Curriculum Support
Service. who has been telling them of life there.

4 : Shie read them a Caribbean story, told them about the
daily Iife of children there and helped them to prepare
a Garibbean meal of Buljol and fruit cocktail

School spokeswoman Emma
Baxter said: “it is particularly
relevent here in Royston,
where we are not a very
mixed-race society and
pupils may be lgss
aware of the
cultures of
other ethnic
groups.”

hCE

Thursday 30 May, 2002

"-1.\_!:" e _‘._;'
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Where are these things?

a sentence that tells you who did things ............

a sentence that tefls you what they did .. ...,

a sentence that tells you why it was important ...
the title or headline ............

a short surnmary or fead ...........

L~ T o T = ]
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Unit 5 Town and country

The big move

Warm up

1
2

Brainstormm what a problem page is, who writes to them and what they write about.

Give each studend a copy of the Preblem Page. Explain that it is from a parenting
magazire_ lell the sludents they have five minutes to reac it, find out what the problem is
and whether they agree with the advice given. Fecdback as a whole class.

Main activity

1

Ask the students to imagine that they are Charlolle Fxplain that they have decided 1o take
Annette’s advice. Tell them, in pairs, they have five minules o write the lisl ol pros and cons.

After five minutes, give each student a copy of the Pras and Cons list and ask Lhern Lo
check it against their own and discuss any differences with their partner

Write on the boarc: In my opinian ... . Brainstorm other ways of expressing opirton,
e.g I think that ... [ really believe that . It's possible that _; I'm sure that

It their pairs, tell them they have ten mirutes to write Charloite's letter 1o Jayce, using
somg of the phrases brainstormed in step 3. After ten minules, sloo Lhemn =nd ask them to
swap thair letter with another pair.

Writc on the board: Life there will be better / much better / so much better for him. Elicit
how ezch modification increases the emphasis. Ask thern to guickly reread the problem
page and find any other phrases with sirrilar modifiers.

? : :§-§~=v 2 WAL £
Give one copy of the Ways of Modifying exercise to each student. Ask them to list the
phrascs from weakest to most emphatic. Feedback as 1 whoie class.

ano:her pair in 5100 4, using modifiers to add emphasis if they have not been used aiready.

If thers is sufficient time, ask the students to swap back their letters and discuss in their
pairs how persuasive the new draft is and whether it would change Juyce’s mind.

Follow up

Ask the students to write Joyce's reply ta Charlotte’s leiter.

Exolain that Joyce has written to the probiem page. Tell the students to write Annette’s
advice to her concerning Chartotte’s decision to move.



Problem Page

Dear Annette

We're so lucky to have a really wonderful
baby called Jack. We still can’t believe it
and he’s nearly 2 month old now!

The only cloud on the horizon is our big
move. Our house is too small for a family
and we've decided to move out of London
so that Jack can have all the benefils of
growing up in the country. Life there will be
so much better for him,

The problem is that my mother-in-law,
Joyce, doesn’t know yet and when she finds
out she'll go mad. Jack’s her only
grandchild and she expects to see him
every day. What should we do?

Pros

et .
- we'll all have a moare relaxed Ifestyvle
+ house 5 | ;

& are cheaper: well all Yave more apace
+ leas pollutior, cleaner air

+ Nice ta i

Ve in z amall, friendly COMMUN Dy
+ legs crime

+ Jack car 6}{P|or(;' 1= - pe e
- A% count jd i
fo ser V5Iae without

Ways of Modifying
Gradable adjective

Neutral phrase: it’s good.

1 1t's really ! very good.

2 |t's very/ really very good.

3 t's rather good.

4 It's fairly good.

Non-gradable adjective

Neutral phrase: it's excellent.
5 t's absolutely / really excellent,

‘ Thepagewhereyourparennng problems are answered'

Charlotte Hipkin, London W5 o

Anneite says ...

Don'’t worry Charlotte, it may take a little
time but Joyce will understand. lf you
can’t face telling her, write her a letter.

Try to anticipate some of the arguments
she'll use against you. Make a list of pros
and cons for the move and use some of
your most positive poinis in the letter.
If you explain your decision 1s in Jack’s
very best interest, I'm sure she’ll begin to
undersiand your way of thinking.
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Cons tg
Ty
- not close to family, especially Uovee ‘?
- not s!_oss to supportive friends and zi) Z
the other new mums | know ’3%
- poor pubiic trans I e
" poor i heport: Pl veed 4 car i
ArTIoN 4 supermarket / big shops s
- Y- : I ) &‘;;
not close to Pogpital in an emergency E:
- p=32 11 J hg
f.slzwer oraznieed things to do (ne cinemas i
fight-ciube, ste) ; -

it e

£y
4 )

Gradable adjective + noun

Neutral phrase: It's a good place.

a It's really u very / such a very good place.
b W'sa very/ such a good place.

It's really a very / such @ good place.

It's a fairly good place.

[~ ]

Non-gradable adjective + noun
Neytr. e: It's an excelient place.
e It's ain) absolutelyireaily excellent place.

From Writing Extra by Graham Palmer © Cambridge University Press 2004 L3 [0 a8 1«01 TV R R

39




Unit 6 'l_'ravel and tourism

Wish you were here ...

Warm up

As a whole class, brainstorm different types of holiday. Ask: Has anyone been cn a Cily
Break? Wiy did they choose if and what did they enjuy ubout 117

5 wr 2ih

Main activity

1 Putstudentsin pairs. Give each pair a copy of the Postcard. Write on the board: Where
are Wendy and Steve? Are they enjoying their holiday? What have they done? Ask the
pairs tc write their answers while you copy the postzard onto the board. As a whole class,
feedback and check difficult vocabulary.

2 Askthe students to ook at the postcard on the heard. Explain that seme words are
omitted and indicate their location using the ~ symbo: used in the First draft checkl'st,
{p.120Q), c.g. ~ Having a great fime. When vou have indicated all the amissions, ask thc
students what is missing from the first sentence — We are having a great time. Discuss
why it has been shertoned, i.c. because it is guicker tor the holidaymaker who nas a lo- of
postcards to write and it maans thoy can tit more onto the card.

3 Brainsterm the other words that have been omitted {i.e. subject pronouns anc auxiliary
verbs) and add therr, to the posteard.

S R e
ety R s YAuc\;oSo:;w—ea.Mn

Heliday Problems. Tell them ane of the pictures shows a problem Wendy and Steve had.
Ask them to reread the postcard and decide which picture shows their problem. Feedback
as a whole class (Answer: 4). Elicit what Wendy wrote about the weather and what she
really meant. Write on the board: @Weather bad-> ©Weather mostly good / not too gnod /
u litile bued. Explain that the weather is bad in all the descriptions but the € sentences
describe il in a more positive way. Ask: Why didn’t she say more aboul their problen: in
the pusteurd? (Answer: because she does not want people to worry abaut whether they
are enjoyine therrselves; she wants people to feel positive about their holicay)

5 Ask the studenls La Lthink of a city they would like to visit. Tell them to irnagine & haliday in
that city and ask thern Lo wrile a postcard home to their parents or partner. Explain thal
they can decide if theyy are having a good time o a bad time and whether there are any
problems. Emphasise that they wanl pecple at hame to think they are having & good time.
If there are any problems they should rot e, but make them sound a littie more pasitive
than they really are by using phrases such as niot too ..., mostly and a linle.

& Ask the students to swap their postcards with anather student and guess where the
sender is and whether there are any problems or not.

Follow up

# Explain to the students that they have met someone on holiday and done lots of ramantic
things together. Tell them to write two postcards: ane to their parents or grandparents
and the other to their best friend. Emphasise that they should think carefully about what
to'include and what to omit in each card!

8  Ask the students to rewrite their pastcard as a letter, including all the words they have
omitted.




Postcard

Having a great time. Good jovrney
and weather mostly good.
Sometimes a littie wet. Hotel
right in city centre! Great for
+he £iftel Tower. Shopped all
yesterday: got some really
+rendy clothes. Food excellent

(tricd 10ts ob ditterent bistros /).

Am really locKing Sorward 10 ovr
dirver crvise on the River Seine
tomarrow evetling ~ really
romantic !

Love, Wendy {and Steve)
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Unit 6 Travel and tourism

Paradise tours

Warm up

1

Explain that you want a hofiday, you want ta choose it from a brochure and you wani
flights and accommodation arranged tor you. Elicit that this is a package holiday.
Brainstorm the students’ ideal package holidays, Ask: Wit extras should be included? Do
your parents or pariners evjoy the same kind of holiduy as you?

In pairs, give each pair a copy of Lhe photocopiable page. Ask them to read tne
descriptions of Malia and Edinburgh snd decide which of the holdaymakers in the pictures
the difierent descriptions are targeted at. Feedback as a whole class, eliciting how the
writer of the brochure descriptions has focusced on the benefits of each holiday for ane
particuiar target audicnce, i.e. Malia is described in such a way as to appeal to young
single people whereas the description of Edinburgh emphasises what il has to offer Zar
older people,

Main activity

1

Uraw a horizonial line on the board with a sriley face at one end and a sad face at the
other. Ask the students to copy this. Write Lhese adjectives on the board and ask them to
put them at the right place on the line: very bad, perfect, appulling, very good, guod, bad,
okay. Feedback as a whole clzss and elicit how perfect and appalling represent the
extremcs.

Teli the students to underiine the adjactives in the description of Edinburgh. As a whele
class, discuss how the brochure is selling an image of the ideal holiday for that particiiar
target zudience, and therefore many of these adjectives represent positive extremes, o.g.
rggnificent, exquisite, straiting, etc. Brainstorm six mora adjectives that represent
positive exiremes.

Elicit what is missing from the first sentence in the description of Edinburgh and why, e,
the subject, in order to emphasise the verb and what YOu ¢an do.

Iri the same pairs, ask the students to make notes on what they would add or change to
target the description at young single neople, e.g. more of an emphasis on night-life,
sports and more active leisurc activities. Feedback as a whole class,

Ask the studerts to write a simifar description of their own Lown for g package holiday
brochure. Tel! them to choose a specific target audience: young single pecple; couples
with children; older peopic. Emphasise that they must target their description
appropriately and decide on what free extras will be included.

When they have had sufficient time, ask the studerits ta join with another pair and swap
vrochure descriptions. Tell them Lo read the new description and discuss what type of
tourist the description is targeted at. Ask them to check with the writess of the descripfion
and then suggest anything that could be altered to make it more appealing to the targal
audience.

Follow up

® Askthe students to write some descriptions of excursians which tour company

representatives ¢an give to tourists who have just arrived in the students’ home town.
They must be targeted at one particular audience.

* Askthe students to write a mare critical entry for their town for a travel guide book

targeted at the business traveller,




1

"

Brochure Descriptions
Malia, Crate

Brilliant beaches and fantastic clubs to kesp all
you ‘party animais’ happy. There's lpads going on:
try the amazing Weterpark or our great jetskis.
Evary night is party night on the white, white sang,
The hest DJs and the best music make Malia the
place to be this summer! This is definitely Ihe
perfect resort for sun, fun and more fun!l Tre
partying doesn't even have to stop for food:
whatever your taste, Greek, British, indian,
Mexican, Chinese, focal restaurants end bistros
wilf keep you topped up at amazingly low prices.
And our singles accommodation mezns no crying
kids or old people tc complain about you.

You can also book diving or snorketling fessons at
a small additional cost, go horse-riding ar visit
the ruins of an ancient palace.

Freﬁ EHFaS: Just in case you

. forget — avary holidaymaker gets a free beacgh

tawal Barbecue and camern to record afl #ose
unforgetiabie mnments!

R e I I e e e

£

Edinburgh, Scotland

Relax ik Royal

3

h

- : ff‘ Edinburgh, the
L“j_f 24 captal of

scotland, with ite
megnificent castle
and the teautifu!
squeres of Lha
New Town. Qur
avclusive S-star
hotel is ideally
torated for the best shops, musaums
and gatleries in tns country 2nd is in
easy resch of all the major elirdcticng
0f the city. N¢ need for faxis: we give
yeu world-farnous arts fastivals and the
miitary tattoo on the doorslen. llave =
reiaxing morning viewing Scotland’s
cxquisile Grown Jewels at the castie
ard spand the afternoan listening ta a
string quartet in e hate”s own
elegant baliroom. Guasts can a'so
choose from many auditional o~ganised
¢xoursions: visit the Royal Yacht
Hritannia et the Ocean Terminal,
exparience the Ikrll of making your
own glass at tha Leinburgh Grystal
WIS Visitar Centre or take a coach trip into
the stunning Scotlizh Highlands,

T T T T T T T T o e e
R R R T e R T

4

SISO P P s e

TrT—
i

Free extras: From the morent [
you leave home you can relax. We %E
arrange the pick-up and provide luxury 5
coach travel direct to your hotel. We E%
provide a camplete luggage handling G
service so you dan't nead to worry ”":

g

atiut carrying neavy ceses, and our
tour manager is on hend 24 haurs g
day lor your peace of mind.

R
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Unit 6 Travel and tourism

FAQs: Frequently Asked
Questions

Warm up

1 Brainstorm what sludents know about Turkey, Write the word dolntis on the board. (The
g In dolmug is proncuriced sh.) Explain that a dolmus is similar to a bus and is used a lot
in Turkey.

2 Tellthe students they are going to read a FAQs, Frequenlly Asked Questions, web nage
abcut taking a dolmuy. Brainstorm who its target audience will probzbly be, i e. Ihe
budgcet foreign traveller. In pairs, tell the studcnts thay have five minutes to write a list of
cucstions they think will be answered on the website.

Main activity

1 Give out one zopy of the Travel FAQs page per student. Explain the guestions are missing.
Tell them to read it and find out how many of their questions are answered. After tive
mirutes, feedback as a whole class.

2 Inpzirs, tell tne students to reread the page and complate the gaps wilh the six missing
questians. After five minutes, feedback as a who'e class.
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3 Fxpiair that they are going to write a FAQs page for foreigners about transport in the town
or councry wrere they arg studying. Spiil the ciass into two groups, A and B. Tell Eroug A,
1 pairs, to brainstorm a list of questions that budget travellers would want answered on a
rAls page, e.g. questions on hitch-hiking, bus and rail travel. Tell graup B, in pairs, to
brainstorm a list of questions thal business travellers would want answered, e.g. questions
cninterral f'ghts, car hire and taxis.

4 After five minutes tell the studenls Lo swap fists with a pair from the other aroup, Toil them
te prioritise the now list, edit the guestions down 0 a maximum of six and to write the
FAQsS page,

5 When the studenss have had sufficient time, tell them to swap their FAQs page with a pair
from the other group. Tell them to read the new FAQs page and decide how hetpful it wil!
be to the target audience. Give the students some time to feedback to each other.

Follow up

*» Tefl the students to list customs and tabocs in their country about either visiting a
religious place or attending a formal dinner party. Te!l them to choose either the budget ar
business traveller and write a FAQs page which will heip them in one of these situations

* Askthe students to write a more general visitar advice FAQs page for their town or regian,
targeted at holidaymakers.




1 IE %:1

gres htpswvovedolmus.org

Travel Home

1 Cultufe on the cheap

Budéc_;:t hotels -

- “Nightlife e

3 that leaves as soon as it 1s stuffed full with people! You can recognise one by the sign
: in the front window showing the final destination, a bit like a bus. They follow a fixed
: routc and you can get on and off wherever you like.

The dolmus is a cheap, convenient way to travel, especially in some places that don’t
have buses. It is also a good way to meet Turkish people close up and learn Turkish
propunctation as you have to repeal place names along the route!

If your journey starts at the same place as the dolmus starts, you’ll normally find a
queue of people waiting and you should just join the queuve. If you need to catch a
dolmug somewhere along its Toute, it’s best to ask people in the street which is the right
dolmusg for you. If you nced to get off and the driver forgets, just say ‘inecek var’
(*Getting oft”) and they’1l stop for you,

: The local government sets fares. The fare vou pay depends on (he distance you travel
] and a list is displayed at the front of the dolmus near the driver. Wait until you're

] sitting down before you ask the driver how much you nced 1o pay. Then give the
money 10 the person in front of you and tell them where you are going. If vou have
difficulty pronouncing your destination, write it down on a piece of paper. The person
in front will pass on your money to the driver, who will pass back any change whilc
they are driving.

Don’t try to take a lot of luggage with you on a dolmus: as the name implics, there
isn’t much room for ‘extras’ such as backpacks and suitcases! If someone passes you
money and tells you where they're going, give it to the person in front and repeat the
destination,

A dolmug will only go when it’s full, so on less popular routes you may have

In Turkish. dolmug means “stuffed’! On the street, a dotmug is a shared taxi or minibus |

to wait but generally they are quite frequent.

From Writing Extra by Graham Palmer © Cambridge University Press 2004 § P_HOTOC_O'P_IA_ BLE

45




Unit 7 Food and drink

A lovely meal

Warm up

1

Explain to the studerts that they are going to have a dinner party. Write on the boara:
Starter { Main Course / Dessert. Brainstorm different food for each course, e.g. starter —
chicken soup; main course — spaghetti bologness; dessert— ice cream,

In pairs, ask the students to write what food they will have at treir dinner party. Ask lhem
to put at Icast cne type of dish for each course. After five minutes, ask them to swap their
meru with anotner pair. Explan that they have mvited the ather pair to the dinner.

Main activity

1

Telt the sludents thzt they went to the other pa'r's dinner party anc are now gaing to
describe it. Give each student a copy of the photocepieb'e page. Ask ther ta look at the
pairs of adjectives, which can alt be used ta desc-te food. Check ary difficult vocabulary,
and explain that the pairs of adjectives show first negative and then posilive opiniors of
fand; the one exception is d, where bath the adjectives are nagative — well-cooked is the
positive form,

in pairs, ask them to do Part 1 of the Adjectives excrcise. Explain thal the first one has
heen done for them. After taree minutes feedback a5 a whele ¢lass.

chilli pepper. The coup was too fasteless, so I didn’l eai il. Highlight he cause and the
effect in each and then ellcit simitar sentences using se and because.

rue*-s;. SR Pt e e :

Explain to the students that they arc goin er party
they went to. Tney must say it was cither really good or realiy terrible, and give reasons
why things were good or bad, using so and because. They should use the Letter Termplate
and the menu they were given in the Warm up.

After ten minutes, ask the students to swap their letzer wilh their partner. Ask them to
read the new letter and decide: if they think the mewl was good or bad; if their pariner
explains well why things were good or bad. Tell them Lo underlire any reasons that they
think arc not good reasons.

When they have had enough time, ask them o swap back their letters and rewrite
anything that has been underlined.

If there’s time, ask them to join with the pair who inviled them to dinner in the Warm Lup.
Ask the two pairs to swap letters. Explain they have found the letters by accident. Tell
them to read the letters and decide if they will invite these people to a dinner party again’

Follow up

Ask the students to write a letter to a friend describing the best or worst meal they have
ever had in real life.

Ask the students to write a letker accepting or rejecting a second invitation to dinner at
the same place, giving a polite reasen as to why they do or don't want to go.




Adjectives

terribletbeautiful
boringfinteresting
fasleless/tasty
burnttundercooked
too spicy f just right
o0 sweat / just right
ofiifresh

g ™ M0 O 0T

Part 1: Put these adjectives in the correct box. Same can go in more than one box.

1 Peoplc 3 Meat 4 Vegetables © 5 Dessert

4, b
Part 2: Complete each sentence with one adjective from Part 1.

1 The person nextto me was ...........pog. ..., solmoved.

Thefishwas ..., 50 L ate it 3l

Themeat was ... because they forgot it was in the cven,
The vegetables WEre e e, 50 1 asked for more.

The HeSSEM WaS ..o oeie e e erneceens PECAUSE L :

(Vo L &)

Letter Template

Pear

1 went o a beautifu/ tarivle dinner party yestarday. It was realy geod/bad! It was at

nousz. The othar guests were

because Trgy fatked about ) all vight,
The food was really e

IF you get an imvite to thair noxt dinner party, you must/mustn™t accept!

L.ove

a7
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Unit 7 Food and drink

The Greasy Spoon

Warm up

1 Mime drinking something, nolding your stormach in agony and then collapsing, Ask: What
has happened? Elicit the noun poison. Alternatively, ask: How can food make you sick?

2 Ask: What is food poisoning? What canses it? Elicit the vocabulary hywiere and a heaith
hazard, and examples, e.g. washing your hands anc a dirly kiichin.

Main activity

1 Divide the class into two groups, A and B. Explain that Lhey are inspectars wno are
responsible for hygicne in restaurants. Give each student a copy of The Restaurant Kitchen
picture that corresponds to their group’s letter. Ask them 1o discuss he kizchen piciure in
their groups and write down five visible hezlth hazards,

2 Pair the students, sc that cach pair cortains a stucent. from hoth groups. Explain that they
visited the samo restaurant on two different days. Ask therm not to show each other their
pictures butto describe the health hazards they saw and tzke notes or what their partner saw.

3 Telt the students that they have to writa a reporl. Give sach pair a copy o the Report
Template. Explain that the first bwo sections have been written for them. Elicit how the
repcrt is structured and brainstorm whar Lo include ir the sections headod Maiwn
Findings, Comclusion and Reoomunenditions.

4 Tell them to discuss in pairs what health hasards there might be in the dining area and
toilzts and add sub-section headings 10 3.2 and 3.3, e.g. 3.2.1 Dirty tables, mice
infestatiom, etc. Feedback as a whele dlass,

5 Askthe students to underline the verbs in the Summary and Intreduction. Elicit how the
passive voice is used in Lhe Surmmary to emphasice what happened and what mus|
change and the aclive in the Introduction tc expiain whe did what. Brainstarm whether
active or passive verbs should be used in Lhe ather sections.
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6 inpairs, tell the students to compleie the repart on & separate piece of papcr.

Jf"si

e

When they have had sufficient time, ask them Lo swap their report with another pair. Ask
thern to check the other pair's report for slyfe and meaning and underling anything that
they feel is too informal ar does nol make sense. You may want to give students a copy of
Writing style 1 to help them with this (see p.125). After five minutes, ask them to swap
back their reparts end redrali them il necessary.

Follow up

#  Ask the students to take the role of the restaurant owner and write the lotier to the Health
Inspectors, using the passive where appropriate, fo explain what action they have taker: to
improve things.

e Ask the students to take the role of a disgusted customer who has secn the kitchen. Tell
them ta write the lelier of complaint.




The Restaurant Kitchen
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Unit 7 Food and drink

Black or white?

warm up

1

Write on the board: Black or white? Brainstorm what the context for this guestion is.
Answer: This is an expression used in Great Britain for asking if you want mitk in your
colfee. (Note: there is &lsc a secondary meaning — 2 black-end-white issue is one where it
is masy to decide whal is rght of wrong)

Ask the studenis wral they know about coffee and hew iTts pracessed. In pairs, give each
pair a cooy of tre Coffre Break Quiz anc tell them they have (ree minutes to decide it the
slalements are true or Talse. Fegdback as a wholc ¢lass.

s
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ar the buyers?

Main activity -

1

Expiain thal the students work for an advertising 2gency. Trey have been given the briet of
promoting a new product: Fairirode instant coffee. Give cach pair a copy of the
Advertising Brief. Tl the students te read it and answer these questiors: How i3
Fairtrade coffee dijferent fo its competiiors? Who buys 117 Why? Feedback as whole class.

Exolain that the advertising campaign Is 1o rur in ihree very different magazines, targeted
at: trendy young adu'ts; couples with chilidren; older peoplc {60+). Each magarine wil
reed a cifferent type of advertisement but they will all use the same slogan. loin the pairs
nio groups of four, and sell the students to choase a slagan from the Advertising Rrief or
write one themselves that they think will apoeai to alt three markets.

Give different groups different target markets, ensuring that the other students do not hzar.
Tel! them they have 20 minutes to design a full-page magazine advertisemenl aimed at that
target. The advertiscrnent must include: a catchy headline; about 75 words “selling’ the
product: the slogan fromstep 2; & logo. It can also make use of the ouctations from coffce
growers. Tney must ensure the targat market buys rairtrude cotfee, rather than the coffec
of its cornpetitors, by highlighting how it is unicle (this is known as creating a USP — Unigue
selling Proposition). Elicit how they can da this by emphasising 1he benefits to the
corsumer that arise from the selling points known as FAB — Features and Benefits).

After twenty minutes stop them and tell each group to naminate ene person to be its
‘ambassador’ to another group. Tell the ambassador to 1zke their group’s advertisernent
to 2hother group.

Tell the new group to read the new advertiscment and decide which marke: it is aimed at
and how It could be improved. During the discussion the ambassador must stay sitent but
should 1ake notes.

After five minutes, tell the ambassadors to return to their groups with their own
advertisement and explain to the group what impravements need to be made. The group
should then redraft their advertisement.

#f there is time, ask each group to present its advertisement [0 the class. The ciass should
then vote on which advertisement they think will most appeal to each target market.

Follow up

o Tell the stucents to find an advertisement in a magazine and write an analysls of it

describing the praduct’s sefling points, benefits, target market and how successful they
feeiitis.

o Toll the students to write a discursive essay with this title: If people really wanted ethically

produced products, they would already be buying them. Discuss.’



Coffee Break Quiz

Are these statements TRUE or FALSE?
1 coffee vriginally came from Brazil. D
2 cofeeis the second mest valuah'e commodizy traded in the world. r
3 Ugenda sarns 30% of its foreign income from cofice. u

4 Coffee czn he sold over 150 tmes nefore it reaches
the supermarke* shelf and sach tirme somcone makes a proiit.

& Seven milion fartrers, 70 per cent of coffee growers, farm 50,000m” of lans or ‘ess, 1 _

6 sixmultinational companics now by over 60% of coffee exparts. ‘_‘

Advertising Brief
|

FAIRTRADE COFFEE

Background

Fairtrade is a global movement which promotes better deals for producers \
in the developing world, and sells products that use raw materials from
these producers. They sell their products in supermarkets and health stores.

Selling points Benefits Target market Media

Poor growers get 2 | — a clearer | — people who are national magazines :
fair price for their conscience concerned about
produce social issues ]
Most growers use — better heaith - peaple wha want
fewer chemicals natural products

Only the best quality | - excellent flavour | - people who

coffee beans are used| and aroma appreciate quality

P0551ble slogans
'1 Coffee w1th a conscience 2 Quality without compromise
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Unit 8 Describing people

Virtually friends

Warm up

1 Draw a circle, square and oval on the board and elicil the adjectives of shape we can use
for faces: round, square and oval.

2 Ask: Can you describe your fuce? Chicit differerit adjectives to describe facial fealures and
wtite ther on the board, ensuring you inciude these: fair, dork, short, shoulder-lenath,
long, curly, straight, small, lurge, fill, narrow.

3 Put the students in pairs and give each pair a copy of the Face Ask the pairs to discues

1

wtiich adjectives on the hoard descripe which tzcial feature and write thers in the correct

bux. Explain that the adjectives of shape have alrcady been completed gs an example.

Afzer five minutes, feedback as a whole class.
G

In the same pairs, give one copy of the E-mail lo each pair and explain that it was written
by Anne, who has just met her Internet pen pal for the first time. She is writing to her
brother, Dave. Tell the students to answer these questiors: Do you think Ame liked her?
Do you think now they ve met they've going to be real fricnds? Wiy / Why not? Feedback
as a whole class, eliciting now Anne has beer: disappointed in the wiy ner pen pal has
behaved and has described her in negative tarms. Elicit how it could be made mcre
neutral by cutting the refercnee to a horset

Hignlight the dilferences hetween an e mail and a personal letter, L.2. there is a subject line;
when an e-mail is part of an ongoing dialogue and the recigient is a close friand or reiative
no opening or closing formula is necessary; e-mails tend to be much briefer than letters.

Inpairs, ask Lhe students to lcok at the Fan P4l pictures and decide which person Anne
met. {Answer: Suzie)

In pairs, ask Lhe students to chaose one of the other pictures. Expiain that they must
imagine that this person is their Internat pen pal. Write on the board: What does hefohe
look like? What did hefshe do when you met himfer? Do you like himer? Tell thom to
write an e-mail 1o a reiative describing Lhe meeting. The e-mail must include answors o
the three guestions.

Tell the students to swap their e-mail with another pair, Explain that they must read the
new e-mail, decide which person is being described and whether the new Internct pan
pals are going to be fricnds.

Foliow up

Ask the students to Imaginc they met a famous person, Ask them to write a similar e-maif
to Anne’s, describing what happened at the meeting and what the person looked like
close up. Tell them to swap their-e-mail with another pair and guess who the person is.

Tell the students to write Suzie's diary entry for the day of the meeling.




Face

Eyes Hair

srpuare

Lips Face Nose

To:
Subject: My Internet pen pal

I finally met her today! You know, in her e mails she said all her {~iends
think she's beautiful. She‘'s not! She’s very round-faced and ber eyes are so
small! She’'s got leng, curly hair but she‘s rot very pretty - ske‘s got a very
leng nose, like a horue!

She was waiting at the café when I got there. She wanted to buy me a cola bur
she had no money - so T bought the drinke. ahe talked ang tglked and walked. I
couldn’t say a word! Oh, well.

I think we're geing to get on but I doa’t know. She seemed okay. Let
what you think!

AR,
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Unit 8 Describing people

Business contacts

Warm up

1 Divide the noard irhat!. Write on one side Body shape and the other Personality.
Brainstorm adjectives to describe body shape, e.g. thin, fall, short, ctc and personality, e.g.
shy, confident, careful, etc.and elicit if each has a pasitive, negative or neutral meaning.

2 Inpairs, give each pair a copy of Ways of Describing ecple and zsk to complete the
exercise. feedback as whole class.

Main activity

1 Explain that you are going to give the students an internal company e-rnail from a
manager & a more junior employeoe. it describes 2 difficult customer that the emnloyee
does not know. Ask: Is the description likely o be positive, neutral or negative?

2 Give each pair a copy of E-maif 1. Ask them to read the e-mail to check if they were right,
Asi them ta underne any negative or neutral adjectives used in the description. Feedback
as whole class. Hicit how it is quite informal as it is ar infernal e-mail and Petra Hallday
exprosses her opinions candidly. Highlight phrases which she uses to show how firs:
appearances can be deceptive, e.g. ke appears .., don't be fooled ... he may look ... |

3 Ask the students to write Mr Beynon's e-mail to Paul Simmaons, giving his flight details
{flight number and ETA) and informartion on how he can recognise him at the airport. Elicit
how itis kely tc be mare formal, as il is an external e-mail and Mr Beynon has never met
Faul, and how it will differ in content, i.e. he will nol discuss his personality and i likely to
be mare positive aboul his physical appearance. You may want to give students a copy of
Writing style 1 o help with Lhis (see 125} :

4 After five minutes, give each pair a cooy of E-maill 2 and tell them Lo check it against their
awtt. Elicit how i shows greater formality than E-mail 1 in its lack of abbreviations and the
usc of an openirg and clesing formule, and how it has also beer: sent/copied to Petra
Halliday, i.e. the use of Cc.

5 In pairs, ask each pair to think of a famous parsen and write two lists of adjectives: one
that could describe that person’s bady shape and another for their personality. Tell them
to write an e-mail to a colleague, asking Lhemn to meet that person at the airport. Telf thern
to decide whether {0 be positive, negative or neutral in their description of that person.

& When they have had enough time, ask them to join with another pair to make a group of
tour. Ask Lhem to swap their e-mails, read the other pair's and decide who is being
described and if it is & positive, neutral of negative description. Ask them to check with the
plher pair and, if necessary suggest aliernative adjectives to heip the description.

Follow up

® Askthe students to take the role of their famous person and write an e-mail describing
themselves to a stranger meeting them at an airport. Emphasise that they should be more
pasilive about themselves and not describe their personality?

» Tell the students to write an e-maif to a company enquiring sbout a job vacancy. Ih it they
should give a pesitive description of their personality and why they are interested in the job.




Ways of Describing People

Adjectives: describing bodyshape Adjectives: describing personality
Positive Neutral Negative Positive Neutral Negative
A overweight fat d_..... persuasive Fullying
slim thin b.... clear-sighted confidenz e ...
€ o muscular rruscle-bound self-cantained quiet o

Put these adjectives in the correct boxes: shy  skinny  plump  Torceful  beefy

e e 9 2
From: Petra Halliday To: Paul Simmons Date: 15 November 2004, 16:15
Cc:

Subject: Visit of OTP Electronics’ Managing Director

Thanks for agreeing to meet Mr Beynon at the airport. I've told him you'll wait by the arvivals
gate with a sign and have asked him to e-mail you with his flight details. He’s axtramaly
impatient, so don't keep him waiting,

i3

You won't be able o miss him: he’s very skinny, his hair's gona completely white and he normaily
wears smart casuai clothes. At first sight he appears quiet — dor't be fooled by that. He may look
like & nice old man but be careful: he's quite arrogant and knows exactly what he wants! He can
alsa be really bullying, so don't agree to anything until we've all checked it back in the office.
Just remember, he's an important customar, treat him well!

IR
PTG

From: &teven Beynon, OTP Electronics

To: Paul Simmens, Top PCg Ltd Date: 16 November, 14.13
Co: Petra Halliday, Top PCs Ltd
Subject: Flight details

besr Mr Simmons

Thig is to confirm that I shall fly out tomorrow on BA 1275 from Lendon, ETA
15.15. I understand from Ms Halliday that yvou will be at the airpert and I ehould
leok for g Top PCs. sign. I am easy to recognise az I am quite slim and have

distinctive white hair. I would like to move things forward, so I will bring the
cantract with me for you to read in the taxi,

Regards
Steven Beynon
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Unit 8 Describing people

The shape of hands

Warm up

1 [npairs, give each pair a copy of Parl 1. Give thern five minutes to look at the pictures and
match the Adiectives of physical description to the different hands, 1-3. If they do nat
know some of the adjectives, encourage them to took them up in dictionaries.

Main activity

1 Give each pair 4 copy of Parl 2 and tell them to read it and match a pair of hands from the
piciures Lo the description in the text. Feedback as a whole class. (Answer: 2)

2 Explain thal the narrator is Harry's wife. Ask the students to read the description again
and answer the Analyswg Mean ng questians in their p_dr;. Feedback as a whole class.
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3 Elicil how the reader does not know Ha'ry SjOb or hlstory but thr’ough thc dcscnp ion o[
his nands they do have a sense of who he is and how he relates to the narrator.

4 Give each pair one of the pictures you have brought with you. Tell them to look caresully at
the picture and discuss the person's character and how that person would react in these
situztions: being in a train crash; winning €1,000,000; 3 woman glving birth in their-car Tell
the pairs to think of one physical feature or piece of clothing that summarises that
person's character. Bxplain that they should write a brief fictional introduction for that
character, similar {o that in Part 2.

§ Juin the pairs into groups of six. Tefl them to read their descriptions out leud while the
others in the group take notes on how they seelunderstand the person’s character. 1he
writers should then discuss with the others if they have glven the imaression they wanted
ta. Tell the group to discuss which descrigtion worked best and why.

& Ask the pairs to redraft thelr descriptions, taking inte account what has been said in the group.

Follow up

® Askthe students to swap pictures. Ask them to think of a critical situation, sirmilar to those
in step 4. Tell therm to write a story about how the character they wrote about in the
lesson and the person in the new picture react in the critical situation.

¢ Tell the students that their character wants to apply for a job. Tell them to Wr|te the
___application letter explaining who they are and why they are applying.




Adjectives of physical description:
ashort b broad ctanned dslender e deft f delicate g fine-boned h furry i agile

Adjectives of character:
jprotecting k threatening [ powerful m discreet n capable

'1 don’t see him whole, only bits and pieces. *And of those bits und pieces, his hands
most clearly. °T cannot imagine having married a different shape of hands. *Never the
short, syuat, broad, fur-knuckled kind that one pictures oily from 54y, engine parts,
crude and threatening. *Not that Harry’s hands lacked power, but it was another soit.
“Long slender fin gers, deft and agile, never clumsy, altached to the fine bones of hig
hand, tanned flesh over bluc veins, colours that blend delicately and well. “And
ending at the wrists, the prominent, sticking-out bones of the wrists, a dusting of
pale hair. *Discreet hands. *Protecting and capable hands. "Hands that knew and
saw and did. ""Hands that would know me and take care.

From Luricing in the Dark by Joar: Berfoot, the Wornen's Precs, 1982

Analysing Meaning

a Which sentences describe hands?

b Which sentences describe the narrator’s thoughts and opinions?

¢ What do you think the narrator means when she says she does not see Harry whole?
d Co you think the narrator has a good relationship with Harry? Why, or why hot?
Analysing Style

€ How long are the sentences that describe hands?

f How long are the sentences that describe the narrator's thoughts and opinions?

g Why does the narrator use the simple past tense in sentence 10?

h Underiine the negative clausas. Where do they occur? Why?

L )
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Unit 9 Describing things

Internet bargains

Warm up

Prepare by placing something in your bag. Tell the class they must guess what is in your bag.
Explain that it is something important to you but do not say what it is. Clicit what questiony
they could ask and write these on the board: Where is it from? What is it made of? What
colour is it? How big is i#? Ilow expensive is it? Why Is il imporiunt to you? As students ask
these quaslions, write the answers on the board, cliciting Ii's + wilfective. Ensure you leave
e queslions on the board.

Main activity

T in groups of four, give each group a set of Mix 'n’ Match Cards. Ask the students Lo put the
question cards in a row, A-E. They musi then take it in turns to choosc an adjeciive card
and put it uncier the correct question. Do the first one with them as an axample. leedback
as a whole class. Note: Both C and B are correct for gold.

2 Give each group a copy of the descriotions and ask the students to rcarrange the Mix ‘n"
Match Cards sa that they copy the Descriptions. Emphasise that they will not use all the
adjectives. Demanstrate the first sentence on the boarc: An (E} expensive (7)) small {C;
white (A) French (B) leather handbag TFeedback a< a whole class and elicit 1he order in
which the Mix w Match questions are answered in descriptions: a/an ... (F) value D)
sizeiage (C) eolour (A) erigin (B material ... thing,

3 Inpairs, ask them G show each other the special thing they hzve brought with them and
work together to write Lhe descripzions. Tell them they must describe what each item is
and why people will want to buy it Explain they can create an imaginary history for the
objects to make therm more atiractive to a buyer.

In groups al four, ask them to swap their descriptions and check them fer accuracy.

5 Explain thal they are going to take part in an Internet auctior. Treir descriptions will be
displayed cn a ‘website’, i.e. lhe classroom notice poards, ard pzople will make ‘secret’
offers for the items.Tell them Lo select the description of their most saleable item ard pase
it to you. Collect and number the descriptions and display them around the room.

6 Explain they have €100 te spend and all bids are secret, Give cach group & coiour as a
code-name. Teli them toread the descriptions and write the rumber of those items that
interest them. When they have sat down again, give each group four Bid Cards. Tell them
to decide what they are geing to bid for and haw much they will bid.

7 Collect the cards and award the items to the highest bidders!

Follow up

¢ Ask the students to write the description of something they cwn, omicling the noun. Get
them to swap the descriptions and guess what the things are.

¢ Askthe students to write a letter o a friend describing the amazing bargain they got on
the Internet




ﬂ wood
"""""""""""
plastic
leather

A

e e e ———

>3

-

.d

e

blue tiny
gold |  small
white big priced
black |  huge i expensive

Descriptions
1
2 I's a huge Scandinavian woad desk. It shows you are the boss!

3 It's a tiny black Japanese plastic translator. It was the first ever made.
4 it's a medium-priced Swiss gold watch. | bought it in the Grand Bazaar in Istanbul.

ltem:

ltem:

It's an expensive small white French lcather handbag. The President gave it to me in 2000.

8id Cards

Group’s Colour:
p

Group's Colour:

Bid:

-

1 1 M
1 ltem: P ltem I
h ; 1
] T 1
E Group's Colour: 3 Group’s Colour: i
| Bid: | Bid: o
OO U O SR S RPN LS A !
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Unit 9 Describing things

It's a whatsit

Warm up

1

Tell the students you have completely lost vour memaory. Pick up a pen and elicit what it is
ahd its function. Write on the board: It's a thing which you use for writing.
Put the students in pairs and give out one copy of ihe Mind Map for each pair. Elicit how it

groups things from top to bettam, from the general Lo the spedific, Ask the studernts 1o
add two more machines/devices and tools to the lisls and complete the dofinitions.

Atter threc mnutes ask them ta check their answers wth arother pair. Feodback as a
whole class.

Main activity

1

Give each pair ane copy of the Wrole Class Quiz Clue for a dresser, withoul the picture,
Read it through as a whole class, checking difficult vocabulary. Give the parrs one minute,
without dictivnasies, ta decide which is the correct definition.

After ane minule, write a, b and ¢ on the beard. Tell the stucents o raisa “her hands for
the definilion they thirk 's correct and write the total number of students whe think each
definition is correct under the corresponding letter.

r|w= each pair a copy of the piciuire of the dresser. Feadback which is - “he correct definition,
_ v i -~ %@% m ) X

3 e
Ftegs
e

oty
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e
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Mde the class into two groups, 1 and 2. Give each group enough copies of « he
correspending Quiz Clue, without the picture, so that students have one copy between
wa. Tell them to discuss the clues in their groups and decide which is the carrect
definition. After five mnutes give out the Quiz Clue plcturrﬂs and fccdback

e
%g%‘%&g&{\o’x“ﬁ?*

RERT H R e

'hnlp class, brainstorm the structures used in thn detinitions. Wnte this on the haard:

with / consisting of ... parls

A specific noun is a general noun | (used) to+infinitive ... /for verb+ing ...
which/thatfwhofwhere ...

Elicit how the descriptions can be linked together, e.g. In the description of Lhe saucepan.

Put the students in pairs and show each pair a different Picture Cue. Tell them to think of
two waords Lhat are similar to the name of the cbject but not write them cown. if they can't
think of two similar real English words, ask them to invent them! Ask them Lo write down
definitions for all three words.

When the students have had sufficient time, ask them to join another pair as a aroup of
four and swap definitions. Ask them to check that the other pairs’ definitions can be
understood and are accurate English. Tell them to feedpack to each other and then redraft
their own definitions.

Explain to each group of four that they are a team. Ask them to join another team and
swap their definitions. Tell the teams to decide which are the correct definitions, When
they have had sufficient time, they should check their answers together.

Follow up

Ask the_gtu_den__ts to compile a dictionary for tourists. It must contaln words for things
which appear only in your country or region of the world.

Ask the students to rmagme anew lnventmn gwe itaname and write the dmhonary

- 'deflnltlon for it.




Mind Map

Definitions:
1 Abungalow is a house w:th only one storey.
2 Aclockis 2 device for measuring time.
3 Ahammerisa............
OF e

Things/Objects
Equipment <~ T Buildings
P ~a A AR
machines/devices tools homes workplaces
telephone hammer bungalows offices
clock spade houses schools
cooker pairthrush apartrmenls factories
1. 1
2o, 2

4 Aschool is a place where stucents s:udy.
5 Anofficeisa ..
where ...

Quiz Clues ¥

------------------- [ = e e e e ————

What is & dresser?

salads, to give flavour

What is a carkscrew?

e e ———p
o
L T TR §

What is 5 satcer?

people

things over heat

L TP |

Picture Cues

-
1
]
1
)
[}
]
[}
]
3
3
I
I
I
1
1
]
1
1
1

e R il |

- e e

________________________________________________ X

Whole Class
a a large tall piece of furniture with cuphoards below and shelves an the top half
b aliquic mixture, often containing vil, vinegar and nerbs, whick: is acded tc foad, esp.

¢ alargemode! ol 2 human being, used to show clothes i the window of a shap

Group 1

a atoolfor turning screws, which consists of a handie joined to a metal rod shapad at one
end ta fitin the cut in the top of the screw

b adevice for removing corks from botlles, which consists of a handle with a twisted metal
rod to screw into the cork and pull it out

€ aperson or thing Lhat is espacially goad, atlractive or amusing

Group 2
a aman who is befieved to have magical powers and wha uses them to harm or help other

b adcep round pan with straight sides, usually with a handie and a lid, used for cooking

¢ asmall curved plate which you put a cup on
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Unit 9 Describing things

Dream limo

Warm up

1

Quickly brainstorm everything that students associale with stretch limousines, e.g.
Hollywood, luxury, stars, otc,

Ask them: to decide what they would include in their dream limo - tell them to be as
creative as possible!l As the stucents arnswer write nates on the board ‘or future reference,

Main activity

1

In pairs, give each bair a copy ! the advertisement. Tell ther to read it and discuss how
similar the limo is to their dream mo. Elicit the meaning of difficull vocabuiary from
contexi, e.g. trim, rerovable top, passenger compariment, mood Lighting, etc.

As & whole class brzinstorm possible alternative Oplions ta those given. As you do this,
Caiegorise those

e, £ .,\-5. . ook
Y et fet ol A S AT

in pairs, tell the students 1o chooce ane option in each category and write a list of their own
personal specifications. They can alse add any oiher categorics and ootions they want.

Give =ach pair a copy of the Fax. Elicit who senl it, what it's zboul and the lavel of
Tormality. Give tham one minute o tind formal EXpressions in the fax which mean: 1 seked
anout; 2 ouying; 3 agree; 1 as s0on as possible.
s

;z:* i . S o
e

=

Elici the conventions of the layout of faxes, i.e. the subject line, CC, etc.

Explain that this fax has been sent to the students regarding their custom limao. In pairs,
tell them to write a reply which follaws the conventione. Brainstorm formal wards and
phrases that the students are likely ta use in their reply, e.g. With reference to ..., I was
disappointed fo find .., Please amend ihe specifications ..., etc. You may want to give the
students a copy of Writing style 2 to help with this (see p.126). In their reply they must say
what Dream Limos has got wrong, Le. anything that differs from the list they made for
slep 3. Tell them they want the car ta be perfect. To ensure this they must be precise in
their description of what to include, e.g. & black leather J-shaped seat.

Alter ten minutes, teil the pairs to swap their fax with snother pair Explain that they arc
row sales people for Dream Limos. Explain that they cannet slart wark until they are sure
they understand the specifications. Tell them to read the new fax and write questions
against anything that could be misunderstood, e.9. Which side of the car dv you want the
black legthier [-shuped seat on?

After ten minutes, tefl the students to swap back their faxes and redraft thern so that all
the questions are answered.

Follow up

Tell the students to write a fax to a motor company ordeting a custom-made family car.
They should specify exactly what they wauld like included in the car.

‘Tell the students to write a magazine advertisement for their limo or family car.




Advertisement

Lil‘lCOln':(BDI"ﬂ) White with gold trim and a removablce top for cruising in the sun.
The huxurious passenger compartment includes a black leather Jshaped scat for up
to eight people, a light wood coffee station and dining 1able, satellite TV and mood
lighting for that special occasion.

‘have the dream, we customise the
nc! Nearly any option can
ded in your dream limo.
tely-private passenger . -

FACSIMILE TRANSMITTAL SHEET
TO: New Customer ' FROM: Sales, Dream Limos
FAX: 044 223 245361 PAGES: 1 0f 1 -
PHONE: 044 223 245382 DATE: 28 August 2004 ?y
RE: Your custom limo CC: Workshop, Dream Limos ,%:
[ URGENT V| FOR REVIEW [ ] PLEASE COMMENT [/] PLEASE REPLY fi

Thank you for your recent telephone call in which you expressed an interest in purchasing one of
our custom limousines. We would be grateful if you could confirm that the specifications you require are [
as follows:

Make: Jaguar, S-type Size: 20m
Colour: Black External Trim: chrome
Roof: fixed

Passenger compartment specifications: Dark wood coee station; DVD; satellite TV; artificial fur seats:
computer workstation; disco lighting

We shall look forward to receiving your confirmation, so that we can start work at the earliest !
possible opportunity. o

63
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Unit 10 Friends and relationship

Dear John ...

Warm up

1 Draw this picture on the hoard and elicit what has happened.
Explain: 've met o man. I'm in love. Ask: Do 1 tell my
friends by phone or write? {Phonc —it's quicker.)

2 Put z cross aver the heart and clicit what has hapocned:
Explain: [ don'i love my boyfriend now, Ask: 1 wani o finish
with kirn. Do I phone him or wrile? (Write - 't's more final )

3 ‘Write: Dear Jolin... Elicit who Jokn is tyour boyfriend} anc what you might say ‘'n Lhe letter,
Explain that this kind of letter is known as 3 ‘Dear John letter”. Discuss if itis frue Lhat gooc
news comes by phone and bad nows comes by ictter,

Main activity

1 Put the classn pairs. Give each pair a copy of the Letter. Tell them they must answer these
questions: Who wrote the letter? Whu is he writing to? Why is he writing? Feedback as a
whole class,

S S Al o st T
s
7

o
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Explain that Richard trizs to make the news less upsetling
The thing is ... / Well ... / You see ... Elicit phrases that he uses to apologise, i.e. I'm afraid ..
/ I'nt really sorry ... and highlight how he uses will to suggest a way of improving things,
ie I'll geta job.

2 Putthe students intwo groups, 1 and 2, and give each group copies of their numbered
role card. Explain that there are two siluations on gach role card. Ask them to read the
cards and check any difficult vocabulary.

3 Intheir groups, tell them to discuss each situation, who they would write to and what they
would say.

4 Divide each group into pairs and tell them te choose ane of the situations from their role
card and write the letter. Explain that they can adapt the photocopied Letter as a first draft

by writing directly onfo it. They can choose ta keep phrases, add to them and cross aut or
change anything that is not relevant.

5 Ask each pair to join with a pair from the same group and swap letters. Tell them to
answer these questions: Do I understand what the writer is saying? Can I make i clearer?
Explaln they must redratt it on a new piece of paper.

& Ask each palr to join with a pair from a different group and swap letters. Ask them to read
the new letter in their pairs and answer the same questions you asked for the
photocopied Letter [see step 1 abave).

7 Ask them to check thelr answzars with the writers of the letter,

Follow up

& Ask the students to take the role of the person who has received the letter. Ask; How does
this message make you feel? What will you do next? Tell them to write a reply,

& Ask them to write the leiter they would maost like to receive.




Letter

Brent valiey LLniversi"ry
3 June XOCH

Pear Mum and Pad
1 hape everything’s dkay with you. I'm afraid toings aren't too good with me. T don't
know haw to Tab you tris but .

well, last week someone saw me reading & note n my Final exam. It was oy something

o Welp wme remember. You sez, They thirk T was deeating. It's crazy

The thing s, they want me To leave The uriversity. Thm still taking to them. T lope
theyll change tinar minds but I don't Think Thay wil.

T'm really sory. T was stupid. I know youlh be vary disappeinted. Tl get a b to pay

yow back the fees; T promse! Pease dan't be toc upset.

Love
Richard
G - o SnC e
Role Cards ;'
i Group 1
i a Your brather is working in a different country for a year. He foves his pet dog, Rex. You are i
i taking care of Rex while he’s away. Two days ago Rex ran away from you and you don’t }
i know where he is now. |
i b Your sister is away at university. Yesterday, you went 1o a nightclub with her boyfriend. ,
i You were enjoying yourself and you kissed him. Now he says he wants ta finish with her,
i he loves you and he's going to tell her that. You don't love him.
<

Group 2

a You borrowed your best friend’s watch without telling them. it was a present from their
boyfriend/girifriend. You dropped it and it broke.

b when you first met your university friends you wanted them to like you. You told them
- your parents were very rich. It's not true! Your house is very smatl and now your friends
want to visit you.

-----------------------------------------------------------------------------------------------
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Unit 10 Friends and relationships

Soap opera

Warm up

1

Elicit what a soap npera s, ie. a long-running TVradio series abour a set group of
characters which you can see/listen to at least once cvery week . Brainstorm the narnes of
pooular 50ap cperas thal the studenss know.

Write these headirgs on the board: Stories; Characters; Locations; and elicit wiar is
similar about the spap operas Lhzt the students have arainstormed.

.........

Main activity

1

Brainstorm & title and main location for & new soap opera and write it on tae board. Put
Lhe students in pairs and give ezch pair a blank Cheracler lemplate. Explain that they have
live minutes to thirk ot a characzer for the soap opera. Ask them to use their imaginations
ta complete sections 1-4 of the Character Template.

After five minutes tell the pairs to join together with anolher pair. Explain that the characters
they have described on their templates belong te the sarme family, Ask them to swaps their
template with the other pair and read sbout the ather pair's character. In their group of four,
ask them to discuss how the two characters will relate to each other and whether there
skould be any other charactars in the family. After five minutas ask them to swap back
templates and complete sectior 5, conlinuing on the back of the paper i necessary.

In their groups, ask the students to make nozes on: the best location Jor introducing the
Jamily; an cvent that shows how the characters in the family relate to each other.

Give the students the Featurc Article. Explain it comes from a TV fistings magazine and is
about an episoce which introduces a new family irta a soap opera. Ask them to read it
ard check any cifficult vocabulary, e.g. rowdy, to give up, squablbling, turns up, a
housewarming do, etc. Elicit what the new farnily is like and how the last sentence makes
the reader want to watch the pregramme to find out what has happched to Rulk:.

Spiit the groups inko thelr pairs again and ask them to write a simitar article about <he
episode that introduces their characrer's lamily.

After ten minutes, ask the students to join with the other pair they worked wilh previously
and swap articles. Ask them to read the article and then compare it with their own. As 2
group of four, ask them to decide which articie best describes the family and which would
rrake them wan? to watch the programme.

Foliow up

*

Telt the students to write a short biography of ane of the characters in the farnily for the
soap's website,
Tell the students they represent the 1V company. Tell them they want to make the soap

apera appeal to a different audience, i.e. younger or older. Tell them to write a3 memo
giving details of a proposed new family that will appeal to the new audience.




Character Template

1 Name:
Nickname:
Age: I |.
Weight and Height: lob
: ob:
Education:
Habbies:

PooriMiddic inc [

i omeiRic .

e/Rich Optimist/Pessimis: Sh
i ShyfQurgoing

What situations make tf

L | S M f

2 rmake tnem feel comfortable or uncomfortabl
f oF
/hat we
3 at de they want to do with their life?
What havé they i
4 y done in the past that they are embarrassed
ssed about?

|

Meet the Gordons

Rowdy New family the Goraons
move inta the Clnse this weck.

Dad Alan is having & hard time
trying to give up smoking, while his
three teenage children are
squabbling over rooms.

On top of that, {he first neighbour
he meets is Ron Dixon, who trms
up 0 complain about the noise
from their unofficial housewarming
do.

However, Alan has bigger
problems 1o deal with when his
eldest daughter Ruth, apEears,
covered in bruises.

From techoice, 29 June 2002

g




Unit 10 Friends and relationships

Who gets the children?

Warm up

1 Write this list on the board: age, paysical appearance, churucier, interests, money, family
background. Tell the students to rank these qualities from 1 Lo 6 (1 = most important,
& = least important} in choosing someore ta marry,

2 Inpairs, tell students to discLss why they ranked the gualitics tre way they hava.
l'eedback as a who'e class.

Main activity

1 Divide the class into twa groups, A gnd B. Tell group A Lhey are a rock star called Mark
Bragger and group B that they are his fiancée, Mandy Pauper Explain that they want o
make a formai pre nuptial agreement before their marrage. Clicit what types of thing
might be included, e.g. who gets what praperty ar maney if they ever spiit uo,

2 Give each student a copy of the appropriate Role Card and tell them to discuss in their
groups what they would put in a formal agresmenl before the marriage,

3 Give cach student a copy of the Pre-nuptial Agreement. Ask them to check it contans
what they wanted to include and to puncluale it. Ferdback as a whole

G O
e
TR
H:P'vﬁ!m?;

A iard e SRR R R i
4 Elicit examples of Lhe [ormal style used, e.g. the passive in the first sentence, the use of
shall instead of will and party instead of person, etc. Explain that in gencral English
whereas usually means in contrast fo or by comparison with. In this example of legal
English it is sirnilar to since as it introduces a statement followed by a list and shows the
list can only be true if the statement is true.

S

5 Pair the students, one from each group. Tell them to discuss, in role, thel concerns and to
draw up an additional section of the agreement to cover matters such as children, careers,
dulies within the marriage, etc. Tell them to be as clear as possible, to never say they will
reach agreement about sormething at a later date, and to have realistic expeclations! :
Emphasise they have only ten minutes and must reach zgreement.

& After ten minutes, tell the pairs to swap their contract with another pair and check it for
anything that might e misunderstood and for style, You may want to give students a copy
of Writing style 1 to help them with this (see p.125),

? Tellthe pairs to join together and discuss how the agreements should be redrafted.

“Follow up

t A'_:ék't_he students Lo choose two real companies that do or make similar things. Explain i
thatthe companies are going to merge. Ask the students to write the contract. ' '

¢ Tell the students to write a formal letter to a lawyer asking them to check the agreement.




Role Cards

Mark Bragger, 54 (Group A
You are the mitlionaire iead singer of Ageing Bones. You have already had two wives and do not want to lose
any mare money in alimony through another failed marriage. Your first wife travelled an tour with the group
and constantly got in the way, especially when you were trying to praclise. At une time, the group nearly split
up becausc of her. Your second wife was a Lop model. She had big arguments with your housskeeper, tstelle,
who used to be your childhood nanny and has always been a second mother to you.

Recently, you have started to feel your age. You want a quieter life and chi'drer to play with! You have been going
out with Mandy Pauper for six months and feel it is time to marry again. You first met Mandy at a party your
recard company was thrawing. You thinx she has the most amazing smi'e. Most attractive women iry to catch
your eye but Mandy ignored you. You coulc not resist the chal'enge.

’ B f
Mandy Pauper, 22 Group &) i
You are a journalist with great prospects. It was your editor who sugaested you might get an interview with the 54 i
year old rocker, Mark Bragger, by making conlacl at his record company’s party. You thaught Mark was sleazy but f
he is really vary romantic. You have been gaing out with him for six menths now. You have read his biographies and !
xnow about his past wives and hi's long term housekeeper, Estelle. Eslelle is very possessive: she seems to have a i
hold over Mark which you do nat fike. !
Recently, Mark has been dropping big hints about marriage and you want to set a faw ground rules. After all, E
he is 50 much older than you ... he might fust want your body! You want time and freedom to make a name for !
yourselt as a travel writer. It will mean a lot of hard work but Mark will also be on taur for a lat of Lhe time. You E
definitely do not want to have childrer until you are in your thirties. !

1

; Regarding property and finances:

this agreement is made on 2 january 2006 between mark bragger of brash hall
hertfordshire england and mandy pauper of 12 victoria road caling england

whereas

mark and mandy arc to be married on 3 august 2006 at saint marys church
hanwell england

the parties agree as follows

I mark and mandy shall share all income and expenses equally

2 each party shall be responsible for any expenses they bring to the marriage
3 each party shall remain the owner of any assets they bring to the marriage

4 if mark and mandy divorce each shall retain the assets they brought 1o the
relationship in addition they will equally share any income or expenses since
their wedding
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Unit 11 Health and fitness

More gain, less pain

Warm up

i

Civide the clzss into two groups, 1 and 2. Mime dancing or draw on the board s0meons
dancing, and ask them ta guess what you are doingidrawing. Award a point 1o the group
that guesses first. Ask a student to come Lo the front, and to mime or draw on the board
e activity you Lell them. Whisper to the student: skatebeurding. Repeat for joguing,
cycling, soccer, walking a dog, fce-skating, and weigh t-lifting. Total the pointst

Ask what thase activities have in comman, i.e. they are ways of doing exercise and
keeping fit. Cicit the difference between to get fit, i.e. become fit, ta be fit/unfit, and to
keep fit, ie siay fi. Write on the board: There's no gain without pain. Discuss what it
means and if ihay think exercise has 1o be painful to do any gocd.

Main activity

1

Pui the studen:s in groups of lour. Give out one copy of the top part of the Web page,
including Section 1, to each graup. Explain that it is parl uf a web page about keeping fit.
Ask them to decide, as a group, what kind of people visit the website. Fesdback as a
whole class. (Answer: Tarents who think their children are unfi.

Ask the groups to reread Sectior: 1 and find the thrae pieces o7 advice. Feedback asa
whole class,

L
e

Llicit b statement {Show your
kids ...), then advice (You should ...}, and ther a positive possibility (You could .} .

sive aut one copy of the remaining sections of the cut-up Web page per group. Toll tham,
t0 read the headers of each section and decide as a group what czch rmight be about.
Feedback as g whole class.
i beTy wg:é'- ;

S A G % i AT
Divide each group in half and tell the pairs to take twa of the sections each and think of
three pieces of advice Lo include in each. Tell the students to discuss their answers in their
group. Feedback as a whale class.

. s

; i -- i £ 5
Tedl the pairs to write in complete sentences on both sections of the Web page. When they
have finished, tell them to swap with the other pair in their group, read the new sections
and check they understard the advice given.

Give out one copy of the Web page per group. In groups tell them to combine their
sections into one Web page, checking for accuracy as they redraft the Web page.

Follow up

Ask the students to redesign their keep fit page so that it appeals to either 5~10-year-olds
ar 15-year-olds.

Ask the students to rewrite their keep fit page as a 100-word article for 2 teenage
magazing. .




| Beauty | Kids | FAQs
More gain, less pain ...
... encourage your kids to keep fit

4 Mum and Dad - get fit! Show your kids how to do it — if they see you enjoying
exercise, they're more likely to enjoy it themselves.
Yau should spend time every day keeping fit: jogging,
exercising in front of the TV ... anything! And you
shauldn't drive, walk: an those small shopping trips,
lsave the car at home and cycle or walk the 100
metras 1o the shop, You could even take the kids with
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Unit 11 Health and fitnesg

First Aid

Warm up

Mirme walking across the front of the room and falling onlo a desk. Pretend you have broken
your arm. Elicit what you have done Ask: What should I dv now? Brainstorm notes onto the
board and slicit the vocabulary items pain, wi injury, to support (the qrm) and a sling. As an
alzernative to rrime, draw an arm in a sting on the beard to clicit the vocabulary.

Main activity

1 Explain to the stugents that they are going to read part of abirsl Aid leafel for parents of
young children. I nairs, give cach pair a cut-up copy of the Advice on Broken Arms. Tell
them: to arrarge b in the most logical order.

2 After five minules, feedback as a whale class and discuss any difficult vocabuiary. Elicit
why the text uses bullet points, clear simple instructions and piclures, i.2. far guick
reference by necple who are panicking.

3 Write on the board: Foe burat myself. Elicit what tnis means. Brainstorm what you should
do with a burn. Ixplain that you are going to give the students un’inishec notes about
burns from the szme lzaflet. The information has been prioritised but the text still reeds
to be edited.

4 In pairs, give each pair « copy of Acdvice on Burns. Refer them to tre pictures, and ask
them to read the advice and edit the text, linking or cutting peints, so that there is only
one bullet point for each picture and cach bullet point is ciear and easy to understand.

5 Afrer ten minutes, ask Lhem to swap their advice with another pair. Ask them to read the
rew advice, underline anylhing that neads to be made clearer and cress out anything that
they think can be cut.

6 After five mirutes, tell them |o join with the other pair, swap back their advice and check if
they agree with the correclions.

7 Give each pair a copy of the Scconc draft checklst. Ask them Lo read it and use it 1o
correct their own advice.

8 |If there is time, pul Lhe pairs of studerts in groups of six. Ask thern to swap their three

advice sheets with anolher group. Tell them to read the new advice sheets anct select the
clearest. One person shauld then feedback to the other group.

Follow up
e Tell the students to write similar advice about what to do with cuts.

& Explaln that the First Aid leaflet they have worked on will be left in doctors” surgeries,
librartes, schools, etc., for peaple to pick up. It will have four pages: a front cover, one
page about broken bones one about burns and one about cuts. The students must design
the front cover. Explain that it must be eye-catching and they must decide what
Information to include on the cover.




Advice on Broken Arms

___________________________________________________________________________________________________

» [f there is pain or swelling or the arm lnoks bent, it E
may be hroken. E
E

s o natmove the injured child unless absolutely
necessary. €all a doctor.

» | a doctor cannot come, take the chrld to hospital.
Make sure the broken arm is wall supported.

:
:
]
o [f the arm will bend easily, use a sling ard E
tie cloth around the arm and ches: to hald itin place. '
:
1
-
1
i
1
i

# If the arm will not bend, put some cloth between the
bady and arm and tie three picces of cloth around the
arm and bady.

- buns cause suelling

- cicthes and watdes can gem tigat and burt you

= de this wmedictely

erly dectors snculd remove anything That s bumt onto
the skin

i

- cold water Welps

- do this immedistely

- use a tap

- de Hvs for 10 minates o mare

- plasters do rot Welp
- ortmant can make burns worse
~ dactors can't sez o burmn with & plaste o 7t

- use dean doth on the burn
= use mare doth as a bandoge
- de nat tie it vary tfight

~ small bums can be dangerous to children
- children should see a doctor immediately

73
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Unit 11 Health and fitnesg

The Donor Campaign

Warm up

t Askif anyone has ever conated biood and why thay did it. Brainstarm what other organs
and tissues can be donated and the vocabutary g transplant, fo ransplant and donor.,

2 Ask: How wany people in the world have had a mamspiant? Can old people be donors?
What are skin donations used for? Give cach pair a copy of Organ Danor Facts. Tell them to

check their answers and discuss anything “hat surprised thewr. Feedback 2< a whole class.

Main activity

1 Tellthe students that people are dying who could be saved with a transglant. They have
been given Lhe job of creating a 30-secand TV acvertisement thal wil enzourage rrore
people to donate their organs for transplant.

2 Ingroups of four, tell them they have five minutes to discuss these guestions:
At what time of day will the udvert be broadcast, beiosen what kind of prograrmmes? [ ow
do you want to make ihe viewer feel? e.g. scared, grilty, positive, ete. Tlow are Wow going fo
persuude the viewer to respond inmmediately? Ilow is Ihe viewer going to respond? e.g. phone,
write u letter, comtact q websiie, ete.

3 Afer live minutes, ask the groups Lo split into two pairs. Explain that they ara two
separate creative teams working for the sarre advertising agency ir competition. Give
each pair a copy of the Sterybaard template. Explain that they arz gcing to prepare a
rough outlire of their acvertisernent to present to the organ dorior organisation before
filming. £licit the vocabulary a voice-over, Le, semeane speaking while the carmera is :
llming something else, and sound effects {abbreviated to VO and SEXL Tell the pairs at i
this stage not to write on the templates. Explain they have five minutes to discuss and |
decids on the rough outiine of their adver:.

4 After five minutes ask the pairs Lo summarise their advertiserrient by writing notes
describing what happer:s in the Lhree ten-second scgmenrs - the opening, middle and
cnse — on the storyboard. Ask them also to write a separale buileted fist giving the
reasoning behind the choices they have made.

5 Aller ten minutes, tell the pairs ta regroup into their groups of four. Explain that the
advertising agency will present both acverts ta the organ denor organisation, who wii
sefect one to be made. Put twa groups of four together, and ask one groun Lo present
Lheir two adverts and the reasons behind them to the other four. The other four should
seiect one to be made and feedback the reasons for their selection. After ten minytes, :
reverse the rofes and ask the second group to present their adverts and the first group to
select one,

|
!
i
i
i

*  Ask the students to design and write the campaign’s poster or magazine advert. ;

¢ Ask the students to decide on a major star they wan! Lo appear in their TV advert. Tell
them to write a letter to the star explaining why they should azt in it for a minimal fee.




Organ Donor Facts

Over one milion peopte world-wide have had a transplant in the last 25 years,

i
i

Medical advances mean more people nowadays can be helped by a transolant.
There are not enough donors to match the number of patients waiting for a transplant. P
There is no maximum age for some donations. ' '

If & potential doror has s medical condition they can still sometimes dorate orgars.

o s W N =

Donaticn of corneas helps Lo restore sight, heart valves to treat heart disease ard skin “o treat burns.

Storyboard

Opening — 10 secs Middle Segment - 10 secs | Close — 10 secs

Visual

» L.e.what the
| viewer can see

Speech/vO/
SFX -

i.e. what is sai¢
or the viewer
can hear

Action

i.e. what
happens

Text

i.e. whatis
written on
the screen
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Unit 12 Leisure time

Leisure for all

Warm up

1 Give out one copy ot the Sports Puzzie to each studant and expiain that they shouid
complete the puzzle, using the scven sports illustraied. Feedback as a whole class.

4

Explain thal you play basketballifootbailitennis (sports for more thar one person) but 20
swimmingiice-skatingtbowlingtweight traiking (soorts thar you can do on your gw).

2 Breinstorm five other sports.

Main activity

1 Tellthe studerts that you work for the local government of a smail town called Royston,
You plan to build a new sports/leisure centre. Wrile on the board: What information do we
rieed before we build ihe leisure cenive? Brainslorm as a whole class,

3
S
oy
2

four and give o one copy of the Prefile to each student,
Ask: Can you go swimming in Roysion? No; Can you go weight-fraining? Yes; How far
away is the nearest indoor termis court? 1-15 km qway. Highlight the vacabulary for
specitic sporting factities, e.g. et poel, @'c_ Tell the groups w0 discuss whal facilities
they thinx Royston needs.

A

3 As awhole class, explzin thas the local government has asked them to write a
questionnaire t¢ find out what the pecple wani. Fxplai that they zlready know what
facilities are avallable locally so they aze uniikely Lo use can {for ability) questions in their
questionnaire, Brainstorm what questians might be useful. Accept ali suggestions and
write them on the board.

4 Give out ane copy of the Sports Questions lor each student. Ask thom to wrile answers to
the guestions. After five minutes, leedback as a whole class. Elicit the differen’ responses
for closed Do ..., Yes/No and open How/Wh _ questions and demonstrate how each
elicits different types of infarmation

5 Ingroups of ‘our, tell the students 1o write the quastionnaire. Explain they must decide on
the best mix of closed and open questicns. Teil ther: o either select ten from the board
or write ten new ones and put them in a logical order.

6 Tellthe grouss to test their questionnaire on another group to ensure it pathers all the
information they need.

Follow up

o Tellthe students that a TV campany wants to create a new TV charnel in their town or
reglon. The company wants to find out what peopie watch already, e.g. news, scap
operas, drama, sport, etc. and what they would Fke to watch ori the new channei. Ask the
students to write a questionnaire that the company can give to the public.

® Ask the students to choose a sport or leisure activity which they like. They must write a
letter to the local government saying why it is important that the new sports/leisure centre
should include facilities for that sport or activity.




Sports Puzzle

Profile: Royston is a small town near Cambrid ge, England. 15,000 people live in Royston.

Where can | Basketbsll | Swimming Faothall lca- Bawling Indoor Weight-
i find these court pool pitch skating alley tennis training
facilities? rink court gyrn
. . ‘ will]
a3 53 k3
? :‘A 0_/ j Z 72
In town Na Na Yes No Mo No Yes
1-15 km No Yes Yes Mo No Yes Yes
away
O e
Sports Questions
1 What sports do you play?
2 Do you play football?
3 How often do you go swirmming?
4 Do you go ice-skating every week?
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‘Unit 12 Leisure time

ki

win!

Warm up

Put the class into groups of four and give each group a copy of the Nina Men's Morris
Buard. Brainstarm whatitis, ie. a woard for a game calied Nine Men's Morris, Askif
anyone has played it and quickly eficit the names of other board games and general board
garne vocanulary, €., to windose, @ piece, your opponent, Cic.

Give each group two copies of Nine Men's Maorris rules. Teli them fo read them guickly and
find twa nauns Lhat fink fo the verd fo take. (Answer a piece, a fUriL} Flicit the diffcrence
hetween lo move a picce and io iake a piece loff the buard).

Main activity

As a whole clzss, brainstorm how the rules are structured and elicit headings ‘or each
section, €. the aimiobiect (1-]; how to play and win (5-8}; the stages af the game (9 16
Elicit where to put extra spacing or line breaks in tha text o make it easier 1o Lncerstaad,
jie after 4,8, 11 and 14,

Tell the si..dents to check they understand the rules in their groups, Give oné student in each
group the black pieces and another student the white pieces. Explain that they are going to
play the pame while the other two membere of the group observe, check I they are
following the rules and advise therm o the besi moves. After Len minutes stop Lhe garmes.

Write Stase 2 of tne rules ori the hoard and elicii the difference in meaning betweer the
When and If conditionzls. Tell the students to underline exarmnples in cther seclicns.
Ferdback as = whole class and elicil other characteristics of the text, €.g. conciseness,
usc of the prescnt simple and non-use of subject pronouns.

I their groups, tell students they hsve ton minules to write the rules of another game.
Ensure the groups do not hear the name of the ozners' games. Tell haif the groups to write
the rules for Battleships (Salvo) and tell the other half to wrile the rules for Draughts
{Chackers). If these games are unfamiliar to your students, use two ot the simpler games
which they hrainstormed in the Warm up. Tell them to use the structure of the Nine Men's
Morrie Rules as a model. They should not wrice the name of the garne on their rules!

After ten minutes, ask the groups Lo swap rheir rules with a group from the other kalf of
the clacs. Ask them to Lry to guess what game is being described.

Ask the students to check with the ather group what the game is and redrat Lhe rules to
malke the structure clearer and the rules easier to understand.

Follow up

Ack the students ta write the Instructions “ar Noughts and Crosses (Tic Tac Tag), or
another traditional board game.

Ask the students to think of a task which they do regularly at hame or work, e g. switching
on a compuler and starling up a ward processing programme. Tell the stidents that they
have had an accident and unti they are detter someane will have to do the task for them.
Ask tham to write instructions to help that persan with the task.




Nine Men’s Morris Board and Pieces
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Nine Men’'s Morris Rules

Three pieces on

Three ina a diagonal or
FOW Or ‘a mill’ unconnected line
are not a mili.

o—e—¢

1 There are two players. 2Each player has nine pieces, or ‘men’. 2 The object of the game is to trap your opponent so
they can no longer move, or to capture seven of their playing pieces. 4 Each player must try to do this by putting three
pieces in a row or 'mill' on a connected line. 5 The game has three stages. ® in Stage 1, the player who makes a mill can
move one of their opponent’s pieces. 7 In Stage 2 and 3, the player who makes a mill can take away one of their
opponent’s pleces. B The winner is the person who takes seven of the other player’s pieces. ® Stage 1: At the start of
the game the board is empty. ¥ Each player takes it in turns to put a plece on any point on the board where two lines
connect. * If a player makes a mill, they can move one of the other player’s pieces to another point on the board.

12 Stage 2: When all the pieces have been put on the board, each player maves a piece along a line to an empty
point. 1 They can only move one space at a time, and not diagonally. 1* If a player makes a mill, they can take one of
the other player's pieces off the board. 15 Stage 3: When a pfayer has only three pieces left, they can jump one piece
to any empty point on the board., 14 A player who has only two pieces left, or who cannot move any of their pieces,
loses the game.
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Unit 12 Leisure time

A really good read ...

Warm up

Brainstarm the tit'es of books and films the students have read or scen recently. Discuss how
the students heard about the books or fims and why they chose (0 read or ses them. Discuss
how much & good o7 bad raview would influence their choice.

Main activity

1 Telfthe students that they are going to rowrite a briet review of the hiook Horry Fotier aned
tha Phifosopher’s Stone for & children’s / young persan's website. Explain that it has beer
written badiy and the site’s editor has returred il Lo be redrafted. Friefly brainstorm what
might be wrang with it.

2 Inpairs, give each pair a copy of the Draft Review. Ask ther to read it and check their
predictions, marking on i where they think there zre weaknssses in the review. After ren
minutes, give each pair a copy of the First draft checklist. As 3 whole class, elicit what
comments and error codes the editor might put an the review and where.

3 Give each pair a copy of the Editor’s Comments and ask them ta decide if they agree with
the comments. As a whole class, brainstorm the revisions to the review.

4 Ask: What should be included in 2 book or film review? Draw this blank table on the board,
without the entries initalics. Refer to your revision as you brainszorr the paints in itaiics,

! Contenls ! Structure ;
i : B
¢ 1Your opinion i 1 Beoks: title/author/publisher ;

2 Facts: L Films: tifledlassification/divectory

main theme of book or film, i.e. siars
what happens (ploi), who ii

: haprens to (characters), and where
- 1t happens (setting)

2 Catchy introduction
3 Brief faciual paragraph

- 4 Paragraph stuting your opirion
— genre, e.g. horror, vomance, o ) . ;
adventure elc. ¢ 5 Catchy eonclusionfrecommendation

which refers back to the
introduction

—writer’s style, e.g. factual, titerary,
emotive, et i

H

i Rewiew style: Aclive not passive verbs, ne repetition; no qualifying your opinions : !

Elicit how the type of target audience will also affect the chaice of style, i.¢. as this is for 3
young person’s website it uses a conversational, informal style and short words but 5
review in an aris magazine might use a more formal style.

§ Askthe students to choose a book or fifm they know ard review it for either the voung :
berson’s website or an arts magazine. !

§ 6 [(f there is time, ask the students to swap their reviews, read ihe new review and act as
2 editor by annotating it using the First draft checklist.

Follow up

* Ask the studen:s to rewrite their review for a different target audience, c.g. a lifestyle j
magazine for clder people (60+).

® Ask the students to each find a different magazine and read any reviews it contains,
Explain that the magazine gets sent many reviews that are unsuitable. The editor has
asked them to write some brief notes on reviewing to help potential contributors. These
must Include notes on what Is normally reviewed in the magazine, how long the reviews
are and the writing style that is used. - '




—

\.

Draft Review

Review

Harry Potter ond the Philosopher’s Stone ':
| K. Rowling (Bloomshury Publishing] !

Harry Potter is an orphan who jives with his .
Uncle Vernon, Auni Petunia and their bullying {
son, Dudley. He doesn’t know he's a wizard. :

| think the struggle between good and evil,
netween death and life, has always fascinated
young peapic, and in Rowling's capable hancs
makes a riveting rezd for adults too. Inmy
opinion, the book docs not rely only on its
excellent plot: Rowling's prese is carefully
crafted, she builds suspense well and tells a
good joke t00.

b
1
1
1
1
t
1
1
t
1

tlarry, the nerd’, is forced to live in a cupboard
under the stairs and thinks his parents were
killed in a car crash. But then helis spoken Lo by
a snake, showered with letters by owls and
whisked away from his suburban nightraare to
Hogwarts School of witchcraft and Wizarcry. in
this magical school, where pictures are doors
and staircases move, he learns he is the only
one who can fight Voldemort and he is unique:
the anly survivor in an attack by the evil wizard
Voldemart which killed his parents. He discovers
his destiny is to save the Philosopher’s Stone
nefore Voldemart finds it and becarmes
immortal. In doing so, he nearly dies himself.

:
1
:
1
:
1
L
1
1
1
1
1
1
1
:
i
1
L
1
1
i
1
]
1
:
|
i
Although not yet a literary classic, Harry Potter !
and the Philosopher’s Stone is a really good !
read. It forces you to ask guestions about good E
and evil and might even stop you hiding inyour !
awn cupboard under the stairs. E
i

)

1

A

:

]

:

%

A

]

:

1

1

L

1

]

1

1

)

1

:

1

1

1

]

1

E

1

:

i

|l

Editar's Comments

Start Boring! Catch the rcader.

St Use adjectives: miserable orphan,
dreadful bullying son, clc.

/ 1t is fascinating o it isn’t. Not T think,
Tr-mgropraiof et
2 Swap the paragraphs. Tell me about

the book before vou tell me about the
gentc and Rowling’s style.

5S¢ Use the active, not ihe passive.

Rep  Don'i repeat yourself.

/ Dot tell me how the hook ends.

End  Nice ending — link it to the beginning.
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~ Unit 13 Education

A likely excuse ...

Warm up

1 Brainstorm rzasons why siudenis might miss a lesscn. Write on the board: J couldnt come
hecause ... 1 had to go to hospital. Put the students ir graups of four and teli them to wrile
feur mare possible excuses.

2 Fesdoack as awhale ¢lzss and wrile the excuses on the board. Ak them to rank the
excuses according tc Fow believable they are {0 = unbeiievabie, 5 = bolievahle)

Main activity

1 Putthe students i pairs and give each pair one copy o7 the completed Cxampig, Explain
that the excuse is for & famous fictional cha-acter who they must guess. Feedack as 2
wholg clase. (Answer: Shakespeara's Julict)

e e T e

TR HRNEEY

As you fecdback, write this table on how the not

Apology: I'n very sorvy for (not) verb+ing / Please forgive me Jor (not) verb ting

Exptanation: 7 didn't / T couldw’s ... becouse .

Promise ta do samething: 'l ...

3 intheir pairs, ask the stucents to use the table 1o write either two excuse notes to their
teacher or twa noles giving excuses for missing businass appointments, on ssparate
Fieces of paper. The excuses snould be as believabls as possible,

4 Jointhe pairs into graups of four. Give each group one copy of the Excuses Game Board
and two Game Pieces. Tell them this is either their schoal timetatle or work schedule, and
ask them to write one subject or appointment in each of the eight slots, g Maths or
Meeting with Mrs Planer

5 Tellthe students this is a race to get to home tme.

Rules of the game
# Tell each pair in the group te choose a Game Piece and puL il on the
Timetablz/Schedule slat.

#  Show the students a coin ard explain that the head side is worth two moves and the
reverse side is worth one. Ask each group to flip a coin to see which pair goes first.
The first pair shouid move either one or two spaces, zccording to the flip of the coin.

IT Pir 1 lands on ® they must give Pair 2 their writter: excuse. Pair 2 must decide if the
excuse is believable and discuss it with Palr 1. if it is believable, Pair 1 leaves its Garre
FPiece where it is. If it is unacceptable, they move back cne space.

ko]

# Ifa pair lands on Lunch they iake another go.
* I a pair lands on @ and has used both their excuses. they must invent a new one.
w  The first pair to get to Home time is the winner,
6 Atthe end of the game, tell the pairs to re-read their opponents’ excuses and check them

for language errors. You may wish to give students a simplified copy of the Second dratt
checklist to help them with this {see p.120).

Follow up

& Ask the students to choose one of these situations and write an excuse: yOu farget your
mother's birthday; you missed your brother's wedding; you forgot to meet an important
customer at the airport, . . .

®  Askthe students to chocse another fictionat character and, in role, write their excuse
note. Later ask the students to swap excuses and guess which fictional character wrate

thenote. = - -+ -
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Unit 13 Education

Writing class

Warm up

1 Inpairs, give gach pair a copy of the College Prospectus. Brainstarm what it is and why
you might read it

2 Tell them someone wants to get more information about the course and she has written a
letter. Give each pair a set of the Writer's Notes. Expiain that the four dralts show differen:
stages in writing the ietter, ard the two thought bubbles show the writer's thoughts. Ask
the pairs to put the six items in the correct order,

Emm atiseEEm

il oo
i

ey
s
Main activity

1 While the studen:s are doing the Warm up, draw this flow chart on the baard, omilting the
arraws, answers in italics and asterisks (#),

1
H

Comrmunicate think of an ideg ——— Choose a form ;
: f e a*
Second check  —e————— trsicheck and  -———— Write

and rewrite rewrite c ;

d* b=

I SR S 1

2 As a whole class, brainstorm the correct heading an the chart for esch af Lhe six items.
Elicit where the fiow chart starts and finishes and add the arrows.

3  Flicit other things that mighl go under the asterisked %} headings, ¢.g. Choase a form —
personal istter, note, e-mail, diary, novel; First check and rewrite -- checking for meaning
and formality, moving paragraphs, cutling { adding; Second check and rewrita
- checking punctuation, spelling and grammar.

4 EBxplain to the students that the college reeds to attract more people to the writing caurse.
They have a limited budget. Elicit ways of doing this, e.g. a shart promotional flier. tlicit the
characteristics of a flier, i.e. no more than one side of A5, it will include a visually attractive
headline, cancise information and contact delails. Highlight: how they have thought of an
idea {¢) and choszen a farm {g). Explain that they are gaing to continue with the process and,
in pairs, write the flier. They should make the course sppear relevant and exciting. If they
want to, they ¢an use the information ir the Prospectus as a basis for their leaflat.

§ After ten minutes, ask each pair to swap their flier with another pair. Ask them to read the
new flier and decide whether it would persuade themn to join the course. Give each pair a
copy of the First draft checklist and tell them to use the code to mark any areas where the
flier could be improved.

& Aftor five rinutes, ask the pairs to swap their fliers back and feedback to each other. Ack
them to redraft their own flier to make it clearer and moere appealing.

7 Ifthere is time, give each pair a copy of the Second draft checklist and ask them to usa it
to check their draft for technical and grammatical errors.

Follow up
*  Ask tho students to write a similar leaflet promoting a music course,
# Ask the students to write their own letter applying for a place an an educational course.
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Unit 13 Education

Cyberstudy

Warm up

1

If you are not studying in an English speaking country, ask if anyong has been to an
English-speaking country to study English. Ask what it was like and how useful it was.

Brainstorm what & "virtual language school’ is, whethar anyong has used cne on the
Internal and what differences there might e between virtual schoals and more traditionai
ones. In grouss of Tour, ask the students ta lsl the pros {aesitive paints) and cons
inegative points) of each ‘arm of learning, e.g. accessibility, cost, native-speaker
pronunciation teachers, etc. Feecback as a whole class.

Main activity

1

write on the board: 'The viriual language school — not language travel - is now the hest
way io learn English“To whai extent do you agree or disagree with this statement?

In their groups, teli the students to make notes on what they would include i the
camposition and prioritise their notes.

Give each student a copy of the Model Composition and ask them to read it and discuss in
their groups whether they zgree wilh the writer or nol and why. After five minutes,
feedback as a whole class.

Tell the students to match the discaurse markers in it alics in the tex| with these in the
boxes. Show how (1) has been done as an example. Note: some car: be used in more than
one box. Feedback as a whole class.
e ekeith :
Elicit how these discourse markers are words or phras
and emphasise the logical connections within the texl. Demonstrate Lhe use of cormmas
efter many of the discourse markers, and point out haw still and hroeser noth link a
positive and negative sentence, but while and whereas fink positive and negztive clauses
and arc put at the front of a sentence, e.g.

Learning with a teacher is preferable. Still/Howeoer, it s #ot essential Jor cverybody.
Whereas/While this is preferable, it is not essential for everybody.

3

Elicit other sequencing discourse markers, ¢.g. secendly, thirdly, etc.

Ask the students to plan their own composition, using thelr netes from step 2. Exglain that
they do not have to write a finished compasition but have five minutes to write a plan in
notc form,

After five minutes, put the students in pairs. Ask them to explain the togic of their
compositian plans to each olher and discuss which discourse markers they could use to
Indicate the flow of ideas and opinions.

After five minutes, ask the students to expand their plan inte a 200-word essay using
apprapriate discourse markers, If therc is sufficient time at the end of the lesson, ask them
ta swap the first draft of their composition with their partner and give their partner's
compuosition a mark out of ten for the clarity of its organisation.

Follow up

Ask the students to write a 180-word caomposition with this title: ‘Education is wasied on
some people. Discuss,’

Ask the students to write an advertisement for a virtuat school for a magazine for young
people.




Model Composition

‘The virtual language school — not language travel - is now the best way to learn £nglish. Discuss.’

1V In my opinion, studying English in countries where it is the
first language will always be the iceal. 2 However, marty
factors always have ‘o be taken into account when choosing
& language course,

3 Firstly, there is cost. * While travelling Lo experience
the language in its hame environment is always proferable, it
Is expensive both in terms of time and money. 5 As 4 result,
more and more people have turned to virtual internet schoals
which are accessible from a computer anywhere in the world
at anytime of the day. ¢ n addition, virtual schools now empioy
native-speakers who offer online pronunciation practice and
conversation (lasses.

Secondly, there is the place wherc you learn. 7 i generul, 2
‘real’ classroom with real people will always generale maore
communication than a computer screen and keyboard ever
could, & Similurly, a virtual schaol can never pravide those
Impartant extras such as a study centre or close contact
with an English-speaking homestay family. 9 f conseguence,
they will never replace the real thing.

19 Jo sum up, virtual language schoals are a useful
alternative to, but not a replacement for, traditional English
language courses in English-speaking countries. For thosc
whao do not have the time or maoney to travel, they are
the next best thing.

T

Match the discourse markers from the text with similar markers in each box:

Linked ideas that agree ldeas in o sequence
a Besides, e Lastly,
fle. 1, 2 3 fi.e. 1,2 3
b tn the same way, f In conclusion,

Linked ideas that do not agree One idea is the logical result of another

c Still, g 50

d Whereas (+), (- “h Consequently,
Opinions

On the whole, i

As | seeit, J( In my opinion
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Unit 14 _The world of work

Trouble with telesales

Warm up

1

Write on the board: What am I doing? What is my job? Pretend to dial a lelephone
number and say ‘Hello, is that Mrs Smith? You don’l know me but my company can help
you ... Elicit that you are a telephene sales person, and explain that felephone sales is
normally asbreviated to telesales. Ask if any of the students have workad in telesales and
clicit why they like or dislike tolephone sales people.

In pairs, give cach galr a copy of the Memo, Explzin that the telephone sales departmen:
at SL Insurance has get problems and the Managing Director is worried.

Ask the students: Whai are the lwo most important problems for the compurny? Feerdhack
as 2 whole class.

»M«.—am %&j‘,‘m 25

Main activity

1

In pairs, ask the tudents to reread the Mema and Lompleie the exercise.

%&mf FECh
SELATE
23 +w%x

[xp!am that whpn Martin Flrth wrate Lhe Mﬂma IhP ah T key e hfb Lomputer got stuck
znd 50 there are no capital letters. Ask the sludenls, in Lheir pairs, to underline every
letier that should be & capital. Feedback as a whale class, eliciting how all names, 2.g.
Amanda, January and titles; e.g. Managing Director should have a capital letter. Elicit how
the prompss, i.e. to, front, date and re showd start with & capital letter but each item an
the list should rot because Lhey continug the sentence Customers sy,

Liicit how & memo does nol have ihe greeting Dear . or the closing formala
Best wishes. ... that you might expect in & lelter or e-mail, and how it is concise and te
the point.

Draw a smiley face on the board: @. xplzain thal each pair has its own company. Ask:
What is your company called? What does if make or sell? Draw a sad face on the board:
@, Ask: What are yawr company's problems?

Ask the pairs to write a memo, simiiar fa the madel memo, from the Managing Director ot
their company expiaining the problems ta an emplayee and asking for a response. Ask
them oniy to write on alternate lines on their paper.

When the students have had encugh time, ask them to swap their memso with ancther
pair. Ask them to check that they understand the problems and write a question mark by
ahything they do not understand.

Ask the pairs to underline any mistakes or anything that should have a capital letter,

Aslcthe students to swap back their memos and correct them. Give each pair a copy of
the Memo Termplate to write their final version on. They should continue on the back if
they run out of space.

Follow up

Explain that Amanda has been encouraging her sales people to improve sales, Ask the
students to write her reply to the Managing Director. Explain that it must be positive and
answer all the Managing Director’s points.

Ask the students to write the memg that they would most like to receive.




Model Memo

s abont our telephione. sales;

‘people Tie ahovt vther insurance companies.and try to steal

Where are these things? Match each lettered item to a number in the memo:
alist.........

# word that tells you what the memo is about (an abbreviztion of with regord to) ... ...
the person who wrote the memo ...

the person who the memo isto ............

words that explain why the mema was writter ...

words that explain what the writer wanis ............

- oo o " oW

Memo Template

Memorandum

To:
From: Datc:

Re:
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Unit 14 The world of work

What do you do?

Warm up

Brainstarm whal a ‘o do’ list is, i.e. afist of tasks that a particular person needs or wants
to get done in the near future. As a whole class, brainstorm what would appear on a
student's ‘to do’ list.

in pairs, give each pair a copy of To Do’ Lists a and b ard tell them to guess the people's
jobs. Feedhack as a whale class. {Answer: a Supermarket Checkout Operator, b Librerizn

Main activity

Give each pair a copy of the Samgle Job Descriptions. Explain that Lhey describe the jobs
for Ta Do’ Lists a and b. Tell therm L malch them o the To Do’ Lists and complete the job
titfes. (Answer: 1b, 23)

Tell them to complete the job titles of the line Managers. {Answer: 1 Supervisor, 2 Chief
Librarian) Feedback as a whole class and check dilficull vocabulary.

Brainstorm the characteristics of a job descriplion, iLe. three-part structure which Cearly
differentiztes responsibilities {general, particuar, addilianal); Lasks are prioritised; concise
bullet points; simple sentence structure imalied subjeci+trarsitive verb+objects phrase,
e.9 monitors the cash in the Hl): use of present simple; use of formal verbs spacifiz to the
job, not generzl verbs.

Write this table on the board ard tell the students to link each generat verb to a specitic
verb, All the specitic verbs are used in the Sample Job Descriptions.

Similar verbs

R B A S T G e e

General / less formal - » Specific ! more formal

. R

; ¢heck advise i
: fill monitor 5
organise pack

change develop
helo menage
uge : collect :
: take operate

Fecdback as & whoie class.,

Split the class inte twa groups. Give one group snough copies of To Do’ List ¢ for one
capy per pair; give the ather group enough copies of o Do’ List d for one copy per pair.
Explzin that each group has a different “To D2 List and that they must keep their job a
secret fram the other group. Ensure that you do not accidentally reveal thoir secret while
helping with vocabulary! Ask the pairs to write at least one more to do' ftem on their list.

After three minutes, tell the pairs to redraft and expand the list Into a job description.
Ermphasise that they must prioritise the resporsibilities and, wherever possible, use
specific verbs. Tell them to ensure that they de not include the job title. Emphasise that
they should use more specific/formal alternatives to the verbs in the ‘To Do’ Lists, e.g. meet
with {not see), construct (not build), contact (not phone), purchase inot buy}, etc. You may
want to give students a copy of Writing style 1 te help them with this (see p.125).

After ten minutes, tell the pairs to swap the job description with a pair from the other
group and guess the job title. Tell thern to feedback to the other pair and discuss if they
agree with the way the responsibilities are pricritised and the choice of verbs.

Follow up

Ask the students to interview someone they know about their job, and write their job
description.

_Ask the students to write & letter to apply for a job discussed in the lesson.




“To Do’ Lists

? To do P 10 g
= find out the price of tomatees = chack i Mrs Weece’s bock bas arrved ;
- got more £5 notes Ror the tI ard, phonz ber

- ask supervisar for mgh@r'_ -~ send oFF inter-library loam_ _

= check where pasta's been moved - owtact Chief Lbraran about faulty light

U Bulda's “To do' list
pame. architect about plars for exters ]
get bricks

~_Phane nospital about blood. tests

- check vaccines in the fridge

_____ g - pone dlectrician fo fit lights
=50 and wep patients - build extensir
P = == e e e e e e e e e e e e e e
Sample Job Descriptions
Job description 1 Job description 2
Job title: : | Job Title:
General responsibilities .| General responsibilities
Responsible for the operation of a library. _’ Responsible for the operation of a check-out.
Main responsibilities * | Main responsibilities
_ — checks in / our books, rapes, CDs, etc. - operates a till, swipes items to regisier
; . price
- pperates computerised records :
- ) - welghs and prices items sold by weight
: — manages the return of items to the .
right location - collects payment and gives change
— advises readers, finds information and monitors the cash in the vl
ig ; reserves books from other libraries
& !
B | — develops the stock of books, tapes, etc. 3
# : ;
;. Additional responsibilities _. Additional responsibilities .
~ monilors the behaviour of people in the ~ greels customers !
library ~ answers queries and advises customers
— manages the catalogue and access to the — packys customers’ shopping
Internet
— collects money for late books f

Line Manager: : Line Manager:

L2 T e R o A B T S R S o S e oo
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Unit 14 The world of work

Mr Don’t Know

Warm up

1 Explain to the students that they want ta appiy for a job. They need two people wha will

recommend them, referees. Ask: Who would you ask jo be your referee? Elicit how cne
referee is normally your current eployer ard the other som=one who car give g
Characiar reference.

Brainstorr what is included in a confidential empiover's reference, i.c. detsiis of what =
person noes for their current company and how well thay do il

Elicit why an employver might not give a terrible emoloyee a terrible confidential reference,
i.2. ta gel rid of them. Blicit why an employer rright not give an excellont ernployec an
excellent reference, i.e. 1o retain them.

Main activity

1

Write this sentence on the board: His atfifude fo work was consistent. Expiain thal. this
sentence was writlen in a reference. Ask: Is if positior oy negaiive? EVcit how it is actually
ambiguous s attitude could have been consistently bad! Elicit what inference the writer
wants the reader to draw from this ambiguity, i.e. *hal thay cannot whole-heartedly
recommend the person. Brainstorm wha a pesitive -eference might say, e.g. He works
consistently hurd.

In pairs, give each pair a copy of the Mr Right or Mr Don't Know? statements. Tell the
students to discuss tre statements, decide if they are positive or ambiguous and i in *he
boxes. Foedback as a

oroniibation il s
i e

Comiaany
ﬁsﬁ»%%ﬁ* e

2 £
Pl 1Rl

Write a job or: the board and brainstorm its related dulies and respansibilities. Explain that
the students ars going to write a reference tor an employee who has been daing the jod.
It groups of four, tell the students Lo choose a name for the employee.

Write on the board these categories: punciualily, honesty, enthusiosm, reliability, attitude
fo customers, uititude to colieagues. Tell the groups Lo guickly decide whether the
employee rates as bad, OK or good in each of these categories. Explain that, using this
informaticn, they must decide if they want to retain this ermployee or get rid of tham.

Give each group two copies of the Reference Template. Highfight how the information s
typically structured, L.e, who the person is, what they do, what they are like, why they are
leaving, whether you think they would be good at the new job and why. Also highlight the
farmal style and check any difficult vocabulary.

Split the groups into pairs. Ask the pairs to writa Lheir employee’s reference, using the
template to help them. You may want to give students a copy of Writing style 1 to help
with this {see p.125).

After ten minutes, teli the groups to swap references and decide if they would employ the
person described In the new references.

Follow up

Ask the students to write a short questionnaire that a potential employer could send to
check the facts about a person instead of asking for a reference.

Ask the students to write the letter calling the candidate for Interview




Mr Right or Mr Don’t Know?

His contribution to the company was unique.

He had a significant impact on the company.

| was quite impressed by her attituce to work.

she worked hard to overcome her lack of confidence when dealing with complaints.

He works with extreme care, taking as lang as he needs to pay atention Lo the finest details.

Overall, he is a very conscientious ermployee.
Although her work was of a high standard, she found meeting deadlines a challenge.

She has Lhe potential to be art excellent employes, bul her attitude towards her collcagues could easily
be misinterpreted.

[ BN I - T R R T

Put the number for each statement in one of these boxes:

Positive Ambiguous

Reference Template

1 Factual paragraph

c.g. (Namej has been employed by this company as Job title)
since fdate)
His/Her responsibilities included fresponsibilities)
Sentence indicating his/her success at the job

2 Paragraph describing qualities and weaknesses

3 Paragraph saying
o why the person is leaving

e.g. {Name) has sadly decided to mave on as, at present, there
js no opportunity for promotion within our corpany.

e giving a brief summary of paragraph 2
& recommending / not recommending him/her for the job

e.g. 1 would {not) hesitale to recommend {name) for the posi
of fnew job’s title].
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Unit 15 Money

Credit cards

Warm up

1 Mime borrowing a pen from a student and then giving it back. Elicit that you are not taking
it but horrowing it. Ask: I want €70,000. Who can [ borromw it fram? Elicit the vocabulary
bank znd credit curd.

2 CGive each student a copy of the Credit Card Applicalion Form and ask them 1o ccmplete
it quickiy. It students feel uneasy abovt wsing their own detalls, 1ell them to write fictior i
ones. If any students find the form-fitling ditficult, ask stronger siudents to help them.

Main activity

1 After five minutes, draw a smiley face on the board: @ Explain that the bank has given all
the students credit cards. Change the mouth Lo a sad face ®. Explain that they have a
creditiimit of only €1,000. Ask: What can we do?

2 Explain that you have decided to write to the kank and ask for a higher cradit limit. Tell
them to decide how much they want: €10,000, €100,000 or €1 000,000,

3 Give each student 5 copy of Lhe Letter. Elicit where they should put their address, the dale
and their nama. Expizin thal. this is the normal layout for a lefler and that Dear Sir or Madam
Yours faithfully is used because they do not know the rame of the person they are wriling *o.
Tell them Lo crass out the two amounts of maoney that they do not want 1o horrow, and to edit
the other parts of the letier <o 't makes sense. Feadnack as a whole class.

4 Inpairs, ask the students to brainstorm three VErY Cxpensive things they would like to by,
Tell themn to decide haw much mongy they need o buy them and write their own letter to
the credit carc company asking for an increased credit limit.

5 After ten minutes, telt the pairs to swap their letters. Explain that they work far the bank.
Tell them to read the new letter and underline anything that they do not believe ar
understand. Ask them to decide if it is a 2ood applicatior:.

6 Tel the pzirs to join into groups of four. Ask them to feedback to cacr other, explaining
why they will or will not increase the other pair’s credit limit.

Follow up _
® Tell the students to wrile to a relative asking for help to repay their credit card. i

® EIxplain Lo the students that they have a friend who keeps borrowing maney but canno:
repay it. Jell them to write a letter giving them some advice.

i
i
i
i
i




Credit Card Application Form

Section 1

Personal details

Mrl ] wrs[ ] miss[ ] wmis[]

First name

Surname

Date of birth: day month

Address

year i

Pastcode

Employment details

I am: employed |:| astudent |

Narre of companyfschoolicollepe '

Signature ‘ .

Today’s date |

i
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Letter

{
i

{Receiver's name and address]

Dear Sir or Madam
Account number 4568 3516 1230 1212

sclling my brother.

Thank you for your help.

Yours faithfully

{%u}"'sfgﬁ'zzfare"'and name]

I would like to increase my credit imit to €10,000/€100,000/<1,000,000. | nced this money to buy
a ncw house / limousine / painting by Van Gogh / ring for my partner.

This is important to me because my house is very old / T want people o think | am famous / I want
people to think I am rich / 1 want to marry them.

[ will repay it by getting another job / borrowing money from another credit card / robbing a bank /

| Your address)

[1oday’s date]

From Writing Extra by Graham Paimer © Cambridge University Press 2004 {EletoIo]JF-\:1R



Unit 15 Money

Shopping by post

Warm up

1 Give each student a copy of the Order Form. Elicit whal kind of form it is and whether any
studenits have shopped by post. Ask: Were you happy with the thing you bought? Were
there any problems? Elicit what a 30-day money back guarantee is and how the company
has included an exampic entry cn the form to help the customer, i.c. the clock.

2 Putihe students ir. pairs. Ask them to think of the perfect present for their partner and
complele the Ordar Form. Explain that it will be posted direct to thelr partner and they must
give thern the completed Order Form so they can check it when it arrives! Altcrhatively, it
you have brought in catalogues, give each pair twa pages from the catalogues. Explain they
must choose a goad present for their partner ard complete the Grder Form. Tell them to
tear out the present from the catalogue and give it Lo their partner.

Main activity

1 Explain that someone called Marta has also been given a present from the calalogue.
In pairs, give out one copy ol letter T per siudent. Ask them to answer these queslions:
1 Why is Marta writing to Cambridge Mail Order Ltd? 2 What was she given? 3 What is
wrong with it? 4 What does she want the company to do?

Brrmessesma e R e IR asa
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2 Ask: Js the letler easy fo understand? Flicit how it communicates but lacks arganisation.
Ask the students to reorganise the letler to make it clearer, following the order of the
arswers in step 1. Ask them to cross out anything that they think is not important.
Feadback a5 a whole class.

3 write on the board this summary:

Dear Sir or Madam

L My friend fgvg{ ied a bzfp'thd_gy present from Camibridge Mail Order Ltd. Is a Greek vase. |

v ar 08 g )
Is brake. I nio have the recipe. I g want meaey bul wani a new vase,
A

&

L]

Fooe
Murta

4 Give each student a copy of the Second draft correction code and ask them to work
logether to correct the summary. Feedback as a whole class. Elicit how this is a personal
business letter and should be semi-formal in slyle. Brainstarm ways of rephrasing the
jutter Lo make it stightly more formal, e.g. using would like instcad of want, and changing
Love 10 Yirs faithfully.

5 Give each student 2 copy of Letter 2. Read it together and elicit how the information is
structured, i.e. what Marta got, what is wrong, what she wants dong. Ask them to use the
same structure to write a letter to the company about the present they were given in the
Warrn up, which has also broken. You may want to give students a copy of Writing styie 1
to help them with this (see p.125).

& Alfter five minutes, ask them to swap letters with another student. Ask them to read their
partner’s letter and use the Second draft correction code to annotate any errors and then
feedback to their partner. They should then correct their own letter.

Follow up

& Askthe students to write the letter from Cambridge Mail Order Ltd explaining what they
are going to do about the broken present. '




e

MriMrsMiss/Ms

Address
Postcode

Daytime phone

Tatat
£ P £ P

Catalogue Number Quantity Description of Tem

T567/56 ] Ecampic: Green kitchen clock 7 50 7| 50

Letter 1
7% Queens Koad
Cambridae Mai. Ovder Lid Londcn W7 3EE
D Box 124
Cami:w‘idfja Che 2ZRU 24 Saw‘amb&r‘ 2004

Tear Bir or Madam

15 2 Creck vase. 18 broke. | no wand mones but want a nen vase. 16 rely special 4o me. Athough he is
cheap, | live because, 15 of wy friend. 1 no know cxactly hew i+ costed pecause | wo have the recipe.,
My Sriead buged from Cambridqe. Mail Order Ltd. 18 a berthday present.

Love

Mar+a

Letter 2

[

7% Qaeens Koad

Cambridge Mad Order tdd ' London. W7 2EE
PO Box 1124
Canbridge. CEL 2RU 24 Septanber 2004

De.ar Sir or Madan

My Lriend recently iava me a Greek Flower vase which he bought from Cambridge Mail Order Ltd.
When | opened i, | kound it was broken. dnfortuately, | do not have a receipd.

As i+ was a special present | do not dandt a refumd but | would like a replacement vage.
Many +hanks for your help.

Yours FarkhLdly
Marta Fermandez
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Unit 15 Money
Can't pay: won't pay!

Warm up

1 Brainstorm methods of paymen that students routinely use, e.g, cash, cheque, credit
card, ete. Ask: Do businesses buy things this way? Elicit how businesses usually agree
terms o pay later,

2 Inpairs, give each pair a copy of the | etier. Ask them ta find nne word in the letter which
means a document that asks for payment at an agreed time in the futyre. (Answar:
fnpvice) Flict the difference in meaning between this, a bill, which reguests immediata
paymenl, and a recetpt, which shows you have naid for sarrething,

Main activity

1 Ask what the letter is about. {Answer: 5L insurance 1 td has bought some office furniture
but failed to pay the invoice at the agreed time.) In pairs, ask the students to complete the
exercise. Feedhack as a whole class,

s Bk

S
TEo

; R R H5 e
Flicit how Statford Office Furniture do not want to lose future custom fram SL Insurance
and how the general level of formality, tentative use of seent fo and closing polite requast

are used o try to soften Lhe request for payment.

2 Teli the students that they work in the Accounts Department of SL Insurance Ltd, Write on
the board: They're very polite! They can wait. Muke some excuse. MF Explain that this
note from the Managing Director was attached to the letter. Elicit its meaning and why ir
Finch might want to pay late, e.g. he has cash-flow problems.

3 Cive each pair a sel of Cxcuses cerds, Ask them 1o read the excuses and write two mare
possible excuscs an the blank cards.

4 Ask the pairs to swap their Lxcuses cards with znather pair and spread the new cet face
down over their desk. Tell them <o turn onc aver at random. Explain they must write a
polite ietter to Stafford Office Furniture Ltd, using this excuse, to explzin why they have
not been paid.

5 Brainstorm useful formal phrases and write them on the board, c.g. Please accept our
apalogies; We very much regret ... This late payment is due to the fact .., etc.

& Inpairs, ask the students to write the letter. You may want to give students a copy of
writing stylc 1 to help them with this (sce p.125).

7 When they have had sufficient time, ask them to swap their letter with another pair, read
the new letter and decide if they accept the excuse. I it is unzccaptable, they should
decide what action to take. :

8 Askthe pairs to join together in groups of four and expiain how much longer they will uive
the company to pay or what action thoy have decided to take next.

Follow up

* Ask the students to write a second, stronger letier from Stafford Office Furniture Ltd
demanding payment.

¢ Tell the students to write a letter from Stafford Office Furniture Lid to a potential new
customer explaining their terms, i.e. how and when they should be paid.




Alsager Road, Staftord, ST 2LL
Tel: 0F763 244800 Fax: 01763 244888 Emmil: enguiries @slalivrmco.uk

3¥r M Finch 214 Suly zo04
Manacging Directox
8L Insurance Tkd
PO Box 482

Cambridge CBl 1AN

e

Ccur Ref. LP1/LL
5 sar Mr Finch
¢ Re: Invoice no. _25682 Amouzt dus £1,650.05

7 We do not seem to have received payment to cover this inveice. We would
bz grateful if you could send payment as soon as possible. If yeu have
already paid, or have a reason not to pay, please phone us.

Youra ginceraly

-]

Ms L. Lewis

Ms L. Lewis

Tyt e PR M B TR L S R et

Where are these things? Maich each lettered item to a number in the letter:

a asignalure ... f thedate ... §

b thesender’s address ........... g mostimportant information ...........

c words to close theletter ... h what the letter is about ... ..

d the receiver's name and address ............ i wordstoopenthe leller

e arcference ..., ;
e = ,

Excuses ch ;

T [ :

i We have not received Lthe invoice. : Mr Finch is away and na-one '

! : else can sign the cheque. L

1 1 1
B frenemmaremenes st fomenennnn s 1

1

‘ - i .

: We sent the cheque last week. E Our computer has broken down. !

; a |

il S Tommom oo - 4

! 1 : kN

1 : 1 il

¥ 1 ' i

1 \ H : !]

: i P &
0 SRR S SO SRR ;
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Unit 16 Past experiences and stories

One thing led to another ...

Warm up

1

Draw a glass slipper, & magic wand and a crown on the beard. Ask: What js the story?
Flicit the name Cinderella. Ask: Af the start of the story, what is Cindevella’s problem?
{Answer: sheis pocor and canrot go 1o a oarty.)

I pairs, give eack pair a sct of Cinderzlla cards and ask them to put them in the righs
order. Feadback as a whole class.

R 1 R ot B = £33 LR S e, b

Give each pair an Instant Plct Card and ask thern to put it above he Cinderella Cards. Elicit
how the stary of Cingerzlia has this pattern: a problem (d), an answer (a) which makes
arother problem (¢}, and then a fina! solutior: {b).

Main activity

1

In graups of four, give each group one set of Plotting Dominces. £xplain they are going to
tell their own group story, and encourage therr to use thair imaginations,

Ask each student to take three domiroes at random. Ask Student 1 to choose one of the'r
dorrinoes and place it on the desk. Ask them to explain what is hapoening ir the picture
and wha® the character’s probler is, making tne story as intercsting as pessibie. Tel tne
group te give the people on tre card names and discuss what they think their iives are lice.
Ask Student 2 to choose ane of their dominoss ard put it next fo Student 1's, explaining
what the answer to tha problem is and how the character responds. Emphasise that they
only have one minute to talk ebout each card, they must use their imaginations and any
answer, as long as it is helievable, is correcl. Student 3 must then continue the story with
another domino prablem, waich Student 4 must give ansther domino answer to. Student
1 then continues the sarme stary wilh anather preblem, and the students continue the ling
Jntil they have used all their dominoes. After twelve mirutes ask the students to finish
their domino story with a finai solutiar:.

Ask the grouss to choose the best four-domino sectior of their group's line snd place
those dominoes under an Instant plat card Lo he'p them remember the preblem-answe-
prablem-answer paitern.

Split the groups into two pairs. Tell the pairs they have ten mirutes to use this four-domino
saction as the basis of a 60-80-ward stary, which they should make as interesting as possible.

When the students have had enough time, ask them in swap stories with the other pairin
thair group. Ask them to read the story o see how il differs from their own stary.

Ask the pairs to join back together as groups of four, decide which of the wo staries is the
most interesting and how the students could improve bath stories. You may wanl Lo give
students a simplificd copy of the First draft checklist to help them with Lhis {see p.120).

Ask the pairs to redreft their staries.

Follow up

Ask tha students to write a stary of anly 50 words, based on something that really
happened to them. Tell them to use the problem-answer-problem-answer pattern.

Ask the students to choase a story genre, e g. love, horrar, science fictian, elc. and write a
problem-answer-problem-answer story using someone famaous as the main character.
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Unit 16 Past experiences and stories

The six friends

Warm up

1

Stick the torn photograph or magazine picture you brought with you on to the boarg
without explanation. Write: 1 What? 2 How? 3 Why? 4 Who? 5 When? Allow students to
create their cwn answers.

% e T R R
Sho ey have created a history for the object from nothing. £xplain that these
questions are five of a writer's best friends and we normally answer at loast Lhree of them

in any piece of writing. Clicit what the wrizer’s sixth friend is. {Answer: Wherg?|

Moin activity

1

In pairs, give each pair a copy of the | etier and brainstorm the relationship between Sue,
the writer, and Carol, the recigient. (Answer: a ciose friend or relativel Tell the studenis ta
identify the four questions which are answered in the lelter and make rotes in the
question baxes. Feedback as a whole class.

3L
e

S 5
T e Pt
3 S e

the students,
making sure you include the possibility that Adam is & criminal andsor is ih some kind
of danger. '

Split the ciass into two groups, A and B. Give each student in 2roup A a copy ot Bele Card
A; and cach student in group B a cony of Rele Card B. ir; their groups, tell them to discuss
the questions in Part 1 of their Role Card.,

After five minutes, split the groups into pairs ard ask them to write the letter describad in
Part 2 of their role card, Tell them Lo ensure to include saome information from Part 1 and
answer all three guestions from Part 2,

When the siudents have had enough time, ask them Lo swap their letter with a pair from
the other group. Ask them to read the new letter and decide what has happened ta Adam,
according Lo the letter. Explain Lhat both groups had the same questions for Part 2. el
them to check that all three questions have been sufficiently well answered in the new
ietter and underline anything they feel is unclear or needs to be expanded.

Ask the pairs to join with the pair who has their letler and discuss what they think has
hzppened to Adam, according to the letter they have just read, and any corrections they
feel need to be made.

Ask the pairs to take back :heir original letter and correct it,

Follow up

Ask the students to write the three questions Adam would answer in his letter to Sue
explaining what has happened. They should then write his letter

Ask the students to write a letter to a pen pal or friend describing the most exciting,
frightening or interesting thing that has happened to them recently.



Adam is a criminal

Part 1. Decide on answers to these questions:
What was Adam's crime? When did he do it7 Why has he disappeared?

Part 2. You are the victim of Adam’s crime. Wrile a letter to a close friend. in the letter you must explain
some of the facts in Part 1 and answer these guestions:

How do you feel about Adam’s disappearance? Why do you feel that way? What are you going to do next?

el L e Ly

X

Adam is in some kind of danger

Part 1. Decide on answers to these questions:
Who wants to get hold of Adam? Why do they want ta get hold of Adam? What will they do?

Part 2. You are one of the people who are trying to get hold of Adam. Write a letter to a close friend.
In the letter you must explain some of the facts in Part 1 and answer these questions:

How do you feel about Adam’s disappearance? Why you do feel that way? What are you going to do next?
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Where? .'

When?
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Unit 16 Past experiences and stories

The storyteller

Warm up

Explain to the students that they are going to tell their own siories in this lesson. Give each
student a copy of the Story Cues and tell thern they have five minutes to complete the cue
sentences. [deally they should write about Themselves but i~ they get stuck on any of them
thoy can be creative with their memories!

Main activity

1 Pul lhe studsnts in groups of four. Give each studert a rumber, 1-4. Ask Student 1 to
wark with Student 2 and Studcnt 3 to work with Student 4. {See note after step 8 for
working with unsver: numbercd grouos of students.}

2 Intheir pairs, ask the stucerts to swap their Story Cues and
read thern. Tell Student 2 to choose Student 1's most interesting
senterce and ask them to tell the story behind it. At the same
time ask Sludent 4 to choose one story which Student 3 must
teli. Explan they only have five minutes. While Student 2 and i
Student 4 are listening they shouid not make notes. '

Telling the story |

5] —— 57

53— 54

3 After five minutes, stap the students and repeat step 2, this

time with Stucent 1 and 3 doing the choosing and Student 2 i Teling Lhe stary
and Student 4 doing the lelling. [ 50— 5
4 After five minutes, stap Lhe students. Explain that they now L 54— 53

‘own’ the story they have just heard. They can change anything el
and 2xpand it to mzke it their own work of fiction.

§ Give each student a copy of Lhe First Draft. Explain they have ten minutes to writc their
new version of the other student’s story, using the notes to Felp them. Ask them to write
in the first perscn and give the story & definite beginning, middie and end, and ensure it
inyolves at least ihree characters.

6 After ten minutes stop Lhe students. Ask Student 1 ta swap their written story with
Student 3. Ask Student 2 Lo swap their written story witn Student 4. Give them five
minutes to read the new story.

7 Give each student a capy of The Second Draft. Tell them they have ten minutes to write
their versior: of the new story and redraft i, using the rotes 1o help them.

g After ten minutes, tell them Lo pass both the first and sccond drafts back to the person
who origirally told the story. Tell them to read the drafts and discuss in the graup how the
stortes have changed and whether they have improved or not.

Note: If you have to make a group of three, ask two students initially to work as a pair. In
this case Stucent 1 tells Student 2 and Student 3 one stary. Student 2 and Student 3 tel!
Student 1 ane story each and Student 1 rmust sefect which they want to write. The
students now work individually writing the first drefts. In step 6, the first draft is passed 1o
the other students ke this: 51 — 52 —= 53— 51

if you have cnly five students, put them inte ong group of three and ane of two. The group
of two should foliow the procedure for Student 1 and Student 2 in steps 2 and 3 above.

Follow up

& Ask the students to choose one of the other three Story Cues they listed in the Warm up.
Ask them to write a 200-300 word story based an it, using both sets of the Ideas for
developing first and second drafts.

e Ask the students to choose a recent news stary and retell it as if they had been present at
the event. Ask them to use the drafting ideas to help them add interest.




Story Cues

1 Thescariest thing that has happenad 10 e S e et ees oo

R A A e A

2 TR ISL UMM | oo et e e eee oo e e ee e e

CERIEEEE:

3

3
4
=
£

4 ThoUGhT T COUI MBYER e et et ee e ta b et eeee e o)

SRR M

B e B R s v s o e s T T o ol Sl U e ok e pepr T T MR b e TR

The First Draft

Beginning:  put the story in a location you knows. Add details that make the reader feel they
alkso knove the location, even if they have never been there.

S AR

Middle: Highiight a problem. Make it the focus of the story Make the reader know how
important it is to the people in the story,

AT R T ER e

End: Solve the problem.

The Second Draft

Beginning:  nMake the opening sentence catch the reader’s interest.

Middle: Make the reader care about the people. Briefly describe them and add details
to make them similar to people you know:

End: Make the last sentence strong and memorable,

Fram Writing Extra by Graham Palmer © Cambridge Unliverslty Press 2004 § P'I_'I OTOCOPIABLE -
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Unit 17 Science and technology

Short circuits

Warm up

1 Draw this picture of a bulb with anly one wire going to a battery.
Do not draw the dotted line. Brainstarm the vocabuiary ana ask:
What is this? Will it work?

ik

e e

TR LTSRS

Draw in th

SERELE

e missing wire — the dotted line — and elicil how electricity llows in a circle from

the battery, through the bulb and back to the ballery.
l
2 Draw this electrical circuit diagram under the drawing and I
label it. Elicit which symbol represents which pars of lhe circuit.
{Answer: crossed circle = bulb, two vertical lines = ballery, bulb + wire + battery + wire

horizontal lines = wirg)
Explain that it 's an easy way of drawing the circuit.

Main activity

1 Putthe students in pairs and give cach pzir a copy of the Clreuit Description and a scz of
Circuit 1 cards, cut up. Tell them to road the description and put the cards in 2 circle to
form a circuit. Explain that circuits always start at a battery or power source. Fecdback as
a whaole class and explain that they

IR U e R e e B
e

per e e WS

% L ﬁw ke %ﬁﬁ.mw“ .
RS Selcidnee el
8 mmm&%ﬁgﬁ%ﬁwﬂﬁ%ﬁm%wﬂméﬁm e
2 Give each pair a sel. of Circuit 2 and 3 cards, mixed up. Tell them to arrange the cards to
' make two circuits: an electric fan and a deorbell. Feedback 3s a whaole class.

A 3 s sammen

AN
o

v

Elicit how the switch for a doarbeil is normally a button which yau push, nct switch, to
compiete the circuit,

3 Tell the students to reread the Clrcuit Description, underline all the verbs znd say which
tense they are in. Feedback as a whole class. Explain that the present simple tense is used
as the process does not change and is aiways true.

4 Tell ihe students to find sequencers in the description that mean rext, at thie same time,
and last. Feedback as a whole class. (Answer: then, as, finalfy)

5 Inpairs, tell the students to write 2 similar description of how either a fan or a dogrbel|
warks. Fxplain they should use the circuits they made in step 2 to help them.

&6 Tell the pairs to swap their description with another pair. Tell them to read the riew
description and underline anything that they think is unclear or confusing and add
sequencers, if necessary.

7 Tell the students to swap hack their descriptions and discuss and correct the things that
have been underlined.

Follow up

® Brainstorm the water cycle and draw a diagram on the board (i.e. rain falling from
clouds onto the land, draining into a river, then into the sea, the sun heating the sea,
water vapour rising, making clouds, rain falling, etc.). Ask the students to write a
description of the water cycle, beginning with Rain falls ... .

-« Write on the board: How circuits work. Tell the students to create a poster to help
young children understand how circuits work. They can use their description, a circuit
diagram and any other illustrations they think will help.
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Unit 17 Science and technology

It's amazing

Warm up

1 Write the name Alexander Graham Bell on the board and draw a telephone. Elicit haw
they are connected and the vocabulary inventor, invention and to invent something.

2 Putthe class into pairs and give each pair one copy of Inventor's Notes a (in-car avenl and the
four Catalogue Pictures. Tell them to match the notes 2o onc of the piclured inventicne.

Main activity

1 Write these guestions on the board: How useful s 117 How interesting is it? How easy will
it be to self? Tell the paivs to reread the notes and rank the ir-car oven from 1 tc 10 {1 not
at all, 10 = veryj for cach of these questions. Feedback as a whole class by totalling the
numbers from cach pair and dividing them tc get an average for each question.
Brainstorm why people might buy the oven, i.e. its main seling points.

2 Fxplain that your company is going to put the aven in ils mail order cataloguc. Tell the
students you can anly use 30 words to ‘sel! it 1o the reader. Brainstorm the characteris:ics
of such catalogue descriptions, i.e. products are cescr.bed in an informative but friendly
style, using concise sentences which state why Lhe reader needs that particu'ar producl .
As a whole clacs create the ralalobue dec:{ ription on the board.

ey ﬁrwm;:,;;., T T n %ks?wnﬁawnm i

Sl i et
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3 In their pairs give each par @ copy of vne of the remaining inveﬂtor 5 Note_,, i.c.pair i,
note b; par 2, note ¢, etc. Ask them to match the invention in their notes to one of the
three remaining Catalogue Pictures.

4 Askthe studenzs to identify their invention’s main selling points and, in their pairs, write
the 30 ward catalogue description far it Once (he students have completed their first
draft, if there is time, ask them o swap il with another pair whick has the same inventicn
Ask them to check the other pair's descriplion, using the First draft checklist, and mark
where improvements could be made. After a few minutes, ask them to swap back and if
necessary, redrall their own description, using the other pair's comments to help them.

5 If possible, combine the pairs into groups of six, each of which contains one pair 1, 7 and 3.
Asl the pairs wilhin the groups to swap their catalogue descriptions. if the class does not
easily divide this way, work as a whole class and display the cataloguc descriptions on the
baard or walls. Ask the pairs to find and read the descrigtions of the two other products
lustrated in the pictures, ranking them from 1 to 10 as they did ‘or the in-car oven,
Feedback as a whole class and select one invention to feature cn the catzlogue’s cover,

Follow up

¢ Ask the students to think of an invention that would realty haip them in their daily fife,
e.g. a homework machine and write a catalogue description of it.

® Explain that the company wants to get some publicity for its new catalogue. Ask the
students to write a press release for the invention the class chose for the catalogue’s
cover. Fhis press release will be sent out to newspapers and should include: a headline
that will catch the editor's interest; a brief description of the product that emphasises its
unigueness and Lthe benefits to the consumer; how people can buy the product; and a
cantact phone number or e-mail address.




Catalogue Pictures
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Inventor's Notes W
i a Whole class i
i In-car oven !
i Peopie are busy and need “ast food'. Getting food from cafés takes a long time. People eat !
: meals in their cars. They need an oven they can use in their car. It needs to be plugged into the |
v cigarette lighter. it could be used lor picnics. !
e 4
! b Pair1 |
i Bath flood alarm |
\ People leave baths filling with water while they do something eise. They waste money by
v Tilling them with too much water. Overflowing baths can cause floods and damage the i
1 house. People need an alarm on the side of the bath that goes off when water Louches it. i
P 7 T oo S on S noSmmsSonnSsuoooooioseee 1
P Pair2 |
' Kid's keyboard ;
i Young children use computers. Young children have small fingers. Smal! fingers need small :
i keys. Parents want to help their children. Parents have big fingers. You need two keyboards. |
' A ‘mause’ is difficult to use for children. [t needs to be smaller and part of the keyboard. !
B e «:
i Palr3 |
i Buggy phone charger ;
| Parents of babies need a phone in an emergency. Mobile phones need batteries. Batteries i
i run out. if their mobiles don’t work, they could have problems. Lots of parents push baby ;
1 buggies. Wheels can make electricity as they turn. Baby buggies’ wheels could recharge '
! mobile phones or other batteries. !
1 1
L From Writing Extra by Graham Patmer © Cambridge University Press 2004 (i3 HDTOCO_P_IAB_LE - 109




Unit 17 Science and technology

www.worldwideweb?

Warm up

1
2

Elicit what percentage of the class use the tnternet.

Write on the hoard: 1% (1991) and 45% (2000). Brairstorm what these numbers mean
(Answer: percentage of population who use the Interner in the Usa)

Write on the hoard: 57 (1990) and 710 {2000}, Lxplain that thesc shaw the rumbcers of
telephone lines per 100 people in the USA, Ask: Is there uny ik befween these tuo sets of
numbers? (Answer: Yos, because younged a telephonc conrection to uge the internet
When more people wanted to yse the Internet, more telephene linee were created )

Main activity

1
2

Give each student a copy of the Graph. Elicit if there are any trends.

Give each student a capy of the Comparative Repart. Ask them Io read it and check it they
identified the trends correctiy. While they are reading, draw this tabic on the beard. Do
not write Lhe words in italics or the dashes

PaTr— - et e T e et et

.

to rocket

i ! ; ‘
+ H —_— : T : T :

¥

! .
wslump {1 tolevel off i tobottom cut
; i
iv rise ; locome down | fo remain sieady -

§
H
H
i

fo increase ; fo decrease - - -
£ ;
i by f — ; - ;

lo yrow i fo fall (huck) -§ : i -

-

Ask the students to complete the tabic using verp
Feedback as a whols clase,

s from the Comparative Report.

tighlight the last sentence in the FEPOIL: It 1998 {7 = o L
the mumber of lines continued to decregse qnel by Adverbs of change
2000 the rumber had fallen by .48 Jines t0 4.58 w“a”"me“”” B
lines per 100 people. Emphasise: fail o (a tota))

and fall by (a difterence).

Draw this table on the board, Do riot write those i _—
adverbs in italics, Ask the studens to complete it { gradually
using the adverts frarm the repart. Feedback. et

Hicantly
dramatically |

In pairs, ask the students to write the next two paragraphs of the report, one for Albania
and one far Zimbabwe, and g general conclusion that covers ail the countries,

After five minutes, ask the pairs Lo swap their report with anather pair, chack the new
report for accuracy of information and feedback corrections to the other pair,

Ask the students to predict how many people have access to the internet in the countries
studled. Give each student a copy of the Table. Explain that no mnformation is available for
North Korea and Somalia. Tell them to check their predictions and write a comparative
report based on the tahle that draws together information from the tabie and the graph.
In their report ask them comment on what they believe the figures for North Kerea and
S5omaliz would indicate i# they were available, and justify their comments.

Foltow up

Ask the siudents to find out about how the poputation of their country has changed over
the fast 100 years compared to the population of one other country and the world in
general, and write 3 comparative report.

Ask the students to write a discursive compasition of 200 - 250 words based o, this
statement: ‘The Internet wil] bring benefits to us all*
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Telephone lines / 100 people
w

Comparative Report

1996 1998 2000
{source: Unizec Nations Statistics Divisian)

four ceuntries.

0.48 to 4.58 lines per 100 people.

In general, in the period 1990 Lo 1996, the number cf telephone linas per 100 paople increased
gradually for alt countries. From 1998 to 2000 the number of lines grew drarmatically in two of the

Although ne figures (or Somatia for 2000 are evaiable, in that country the number of lines
remained steady through the rest of the period, never rising significantly.

Figures for North Korea peaked at 5.06 lines per 100 people in 1984 before falling back in 1996
to 4.9. In 1998 the number of lines continued to decrease and by 2000 the numbder had fallen by

FERRTTT

i

/

Table

Internet users per 100 population

'{source: U.'lited Natlons Statistics Divisidh}

Albania 0 0.03 0.05 0.09
Zimbabwe 0 0.02 .09 037
USA 499 16.95 313 45.07
Wworld 0.26 1.27 3.07 6.33

{source: United Nations Statistics Division)
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Unit 18 Social and en‘vironmental issues

Planning problems

Warm up

Write on the board: Why do we build new roads? How do you choese the best place for u new
road? Elicit answers, including the vocabulary a Bypass and to bypass a toum,

Main activity

T Putthe students in groups of four. Cive each group twe copics of Lhe Map. Explain that they
are gaing Lo luok at plans for a new byoass in the south cf Ergland. Ask them to look at the
map and eliit the name ¢t a village, the name of 2 tawn and the route of the new road.

2 Give each group a set of Pros and Cons Cards. Ask them to find the + and — cards and put
them an Lhe desk. Ask them te mix up Lhe others and put them face down,

3 Teil them Lhey live in Hastings and are going to talk about the panned bypass. Explain they
must take 1t in turns to turn over a card and discuss whetrer they think it contains a
positive reason for building the new raad or a negative argument. against it, Tel them to
put the card on the — or + pite. Repeal until they have three czrds on one pile. They do not
have to use all the cards. when they have 2 pile of threc, check with each group that they
unders!and their cards.

4 Explain that if they have three — cards they de not want the road buit, it they Fave three +
cards they do want it duits. Tell them they are going to send a petition to the government,
explaining thelr arguments for or against the bypass.

5 Tell the groups to answer these questions: What de yoit think about the bypuss? Why do

you think it? What do you want? Give each group two copies of the Fatiticn Ternplate and
ask them, in pairs, t¢ use these questions to help them complete the template.

6 Fxplain that now they need 1o get support for their getition. Tell them to walk arcund the
classroom anc try to get pecple tc sign it. If they run out of space for sigrafures, tell them
Lo continue on the back of Lhe template. i

7 Feedback as awhole class whether the bypass should go ahead or rot. {In reality, BO% of i
Haslings’ residents wanted the bypass, but the plan was rejeced by the government in ;
Julby 2001 ?

Follow up

® Ask the students to write a similar petition about an issue that is important to their tawn
or region or the place where they are studying. If they want Lo, students can pLblish their
petitions online at www.petitionanline.com and sec how muct: support they receive.

:
j
i

¢ Ask the students to write a letier tc the lacal newspaper, explairing what they think about
Lthe bypass.




N Key
% New hypass == R
_ Town
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p Village ®
x" =z
F - Road "":\\t_,;/
7 et AT ) . ° s ol
L cvensey English Channel —~ Sea g
— S . 7] _
W T b - g - o
B e
Pros and Cons Cards ‘X’
e ommmee Pemmor oo R ;=0
1 tis difficull to Cross Tha countryside near
: the busy road in —_— Nimiield is important

X

Big lorries are a
problem in Hastings.

e ————— e

Petition Template

Bexhill and Faslings.

1
]
1
1
L]
I
1
1
i3
1
1
]
t
1
1
1
[
1
1
1
[
]

Bexhill needs more
houses. A bypass will
make il easy to build

new houses.

Therc are some of the
oidest trees in Europe
in Marline Wood.

lor migrating birds,

et e - —-———

A bypass will make it
easy to drive. More
people will drive: there
will be more pollution.

e —————

1.  Wethink that .

2.  Wethink this because _,

3. Weaskyouto ..

To: The Prime Minister, 10 Downing Street, 1.ondon, England SWiA 2AA

Signed: Name

Signature
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Unit 18 Social and environmental issues

Campaign, not complain

Warm up

write on the board: ... cheap power and only a small risk of radioactive leaks. The local people
nay cause probloins if they find out so keep it quiet. I'll fax ... Explain that this was writtcn on
a scrap of paper that a friend who works for an electricity company passec 1o yoL. The friend
cannct do anything because they think they will iose their job if they do. They think you can
do sorrething. Brainstorm whzt the document is about. (Answer: Itis a part of a fax or letic
about siting a nuclear powcer station nearby.)

Main activity

1 Wvrite an the board: ruclearfrenerbable energy. Tell the studanis they have wwe rminutes to
write noies on the first thing that comes into their heads sbout these Lwa Lypes of energy.
While they are doing this divide Lhe board in two. Lezve one half blank and or the other
write the headings Pros and Cons. Feednack, writing the students’ ideas under the twao
headings. Ersure you du nol write on 1he other half of the board.

Ask: What can we do about the serap of document wie've been given?

Expain that you are going to wrile & ‘elier to a newspaper about the proposed fuclear
power station. Your lerter will either be lar or against it, depending ori which of you- ists
i5 longest, pros or cans. As a whaole class, elici lznguage used for giving opinians, e.g,

I feel strongly that ..., I can't believe that ..., elc. and the sizuclure of such a letfer, l.e. a
description of what is proposed, your apiniar: of it and whal you feel should be done.
Using the rotes, write a 100-word letter on the hoard hased on the structure of the
Template. As you write, discuss the changes vou make while drafting the letter, 2.g. Is ihis
the most important poind? Is this the best ward? Is it formal enough?, exc.

4 Put the students in groups of four. As a group, tell them to choose a number between one
and six, Give each group two copies of the Dilemmas and Template. Ask ther to read the
dilemma that corresponds to the number they chase. As a groun, ask them te brainstorm
pros and cors for that dilemma and make prioritisec noles,

5 Split the groups into two pairs. Ask Pair 1 to use orie copy ol the Template to write to the
newspaper making positive painte about the situaticn. Ask Pair 2 to use the other cooy of
the Tempiate tc write making negative points.

6 Tell Pair 1 £o swap its letter with Pair 2 and vice versa. Ask them to read the new etter and
check that it presents information ciearly, logically and in an appropriate sermi-formal style,
underiining anything they feel needs to be changed. You may want to glve students a copy
of Writing style 1 to help with this (see p.125).

7 Join the pairs together and, if they need to, get them to redraft their letters. When they
have had chough time, ask them to swap hoeth their letters with anothar group.

8 Tell them to read the new letters trom the other group and decide which one contains the
most convincing argumerits and why. One persan frem each group should ther: feedaack
their reasons ta the other group.

Follow up

& Ask the studcnts to think of one subject that is important to them and write a letter about
it to a local or naticha: newspaper. They should select the newspaper carefully, writing
oniy to one that would be interested in their subject.

*  Ask the students to write a discursive compaosition based on one of the class’s letters,
entitled: ‘The problem with ...".




Dilemmas

The factory which employs most of the people in your town is producing dangerous pollution.
A hostel for homeless drug addicts is going to be opened in your strest,

A local playgroup for three-vear-olds is clasing becausc of lack of support from psrents.

The naise from the nearby airport is increasing and makes it difficult to sleep.

The government wants to build 10,000 new houses near your quiet country village.

N b R

Template

LEeynik

{(Your address)

AR Y

kL

{Recerver's nume and addvess) (The date) &

CERA R R L

Dear 5ir or Madam

L
.+

I am writing about/concerning/recarding {What iz happening)
g Bireg Z pponing,

Lrstly, {Your most imporiant poing)

In addition, (Your second most important piint)

L P T R PR S s TR T

In short, (Summary of what you want done)

R T SR L Teta e TS LE T A

2 T S M b

Yours faithfully
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Unit 18 Social and environmental issues

Water: a clear solution

Warm up

1 Write thesc words in a column on the board: fresh, dirty, fank, rain, pipe, consumption,
filter, ground. Elicit a word which collocates with all of them. {Answer: water) Brairstorm
the word order of the collocations, i.e. fresh water, dirfy water, water fank, rain water,
water pipe, waier consumption, water filter, ground water. Elicit what each means.

2 write on the board: One Billion. Brainstorm how students think this rumrbar is connectec
to water. (Answer: This is the number of peaple in the world who do not have aceess to
clean water.)

Main activity

1 Inpairs, give each pair a copy of the DRWE picture. Ask them to fill in the boxes with the
correct words and discuss: Why pet:rp.e harvest rain waler; How clean/expensive they think
it is; In which areas t}fﬂ’t.“ world 1t isa pmcitum possibility. Feedback as a whole class.

ye A
SN
2 Give Fa(h pair a copy of Water Facts. Expla'n tha‘r the facts are notin the ros: logical
arder; ask the siudents to read the list and arrange the facts mere logicafly. reedback as a

whaole cass.

T
5 o

i,

SRR .,étm's'mw?}fi} shaml

3 Fxplﬁm 1.0 the students that they represent an crganisation that educates peope about
PRWH ard helps people in the developing wor'd deagn and make their own DRWH
gyslerns. 1o conlinue this werk they must raise morey from richer governments.

Brainstcrm how they can do this, e.g. using a¢titions, letter writing campaigns, eic.

4 Tell the students they are going to iaunch an ¢ mail carmpaign. They must wr'te Lhe Lext of
the e-mail which supporters of DRHW can download from a website and send Lo Lheir own
governments. Brainstorm the characteristics of such an e mail. It will be formal, concise
and have an opening anc closing formula, e.g. Dear Sir or Madam /Yours faithfully or
Dy (mame) S Yours sincerely, and it will make use of set phrases that express apinicn,
e.¢. We belieoe ..., There's noe doubt .., Clearly, ..., etc. You may want Lo give students a
copy af Writing arganisalian 2 to help them with this {ses p.124). Discuss how the
paragraphs should be struclured and ordered, 1 e.: What the project is; Why it is needed,
What you want from your country’s governiment; How the donor government will benefit.

5 In pairs, tell the studenis they have Len minutes Lo wrile the e-mail, being as persuasive as
possible and using facts fram the Waier Facts.

6 After ten minutes, ask them to swap Ltheir e-mail with anolher pair, read the other pair's
e-mail and feedback on how well the argurnents are pul and whether they feel it would
persuade the government to act.

Follow up

e Ask the students to write the fext of an e-mail [or a similar campaign on an issue which
tney feel strongly about.
e Ask the students to write an article for a websile introducing the e-mail campaign. This

should include 2 headline, a brief description of the organisation and the campaign and &
paragraph on what you should do with the e-mail once you have downioaded it.




Domestic Rain Water Harvesting (DRWH)

A system for collecting water for drinking, cooking and washing

Where are these things? Match each to a number on the picture:
storage tank ...

down pipes ............

guttering ...

outlettap ... _.

Water Facts

|

U People need to harvest rain water in places like South Asia, Fast
Africa and Central America because:

1 Thousands of people die from preventable diseases like diarrhoea, typhoid
and dysentery caught from dirty ground water.

2 With a goced filter or boiling, stored rain water is safe to drink.

3 Millions of people, mainly women and children, have to walk many kilometres
to collect water.

4 DRWH can supply the home with clean water for 50-90% of the year.

5 Digging wells is only a partial answer; some ground water supplies are
becoming polluted, others are drying up.

6 People are more likely to take care of their own domestic storage tank than a
larger communal one. '

7 "Guttering-and storage tanks can be made locally from cheap materials. .

L ; it = : r et " 30t ot i TR T A Tk
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Writing tool kit

This section contains a variety of integrated photocopiable
reference materials that can be used with your students to
help improve their writing skills. These are explicitly
exploited in some lessons and are alse provided as 2 means
of extendirg Lhe wriling focus beyond tha cne-off lesson.
The materials are:

First draft checklist / correction code — halps students to
improve first drafis

Second draft checklist / correction code - helgs
students to improve second drafts

First draft correction: examples — heips students to use
the First drait checklist / correction code: consists ¢t a draft
business letter, which has been annotated using the

correction code, and a corrected version of the same letter

Second draft correction: examples — helps students to
use the Second draft checklist / correction code; consists of
typical technical and mechaniczal errors, annotated using the
carrection code, and their corractions

Writing organisation 1 and 2 —a quick reference to help
students plan and check organisation (re: First dra't checkiist)

Writing style 1 and 2 - a quick reference to help students
check style ire: First draft checklist)

Teacher's writing evaluation scale — helps teachers
cvaluatefgrade students’ work: consists of two separate
scales based on the First and Sccond draft checklists

Student writing evaluation chart - helps studcnts
request specific feedback based on the First and Sccond
drafs checklists :

Useful potential resources: writing websites and files

How to use the checklists

The draiting checklists and correctlion codes (along with the
evaluation scale and chart) can be used on their own, or
combined to farm an integraled set of revising tools. By
emphasising the process of writing, they help the student
differentiate between a work in progress and the finished
product. The student learns to anatyse and correct their
own errors during writing, rather than after a piece has been
‘completed’ and evaluated by the teacher, and so secomes
a more self-critical, confident and independant writer,

To heip this self-correction and redrafting, you may wish to
encourage students to write their first drafts on alternatc
lines of lined paper.

First draft checklist / correction code

This focuses on global errors (communication, organisation,
layout and style) that impede understanding. Students use
the checklist questions to identify problems with the draft,
and the code to mark on the draft where these problems are,
They can use the guestions in the checklist in several ways:

- to help analyse how effective their own first drafts are at
communicating what they want to say.

— ta farm the basis of a conferencérdiscussion wlth anotner
- student, or the teacher. :

- ta check ather students’ work, using the code to mark any
+ areas that they fee! need reworking to aid understanding.

The annotated first draft is then returned to the wriler 1o
form the kasis of discussion and/or 3 now drat.

Second draft checklist f correction code

This focuses on technical and mechanical errors (grammar,
vccabulary, punctuation and spelling) which can somctires
impede communication. Gnee students have revised ary
global errors and wrilten = second draft, they can use this
chacklist and the correclion codes in exactly the same way
as the First drafl checklist

First draft correction: examples

This gives examples of Lhe types of global errors that are
highlighied hy the Firsl draf: checkiist, and how the codes
can be applied. It also shows the correctedimode! version.
You could enlarge a capy tc A3 and display itin the
classroorn 1o act a3 a reference for students, Alterratively,
you may wish to give them all a copy to use when they are
revising their own annotated first drafts. For lower level
students you may want to write your awn version of this,
using just the code 12 to indicate organisational problemns
gnd st for style.

Second draft correction: examples

This gives examples of the types of techrical or mechanical
errors that are hignlighted by the Second draft checklist,
This can be used in the same way as tha First draft
correction: examples sheet. Far lower level studerts you
may want to write your own version of this, using just thesa
symacle: G, WO, A, [, Vac, P, 5p.

Some ideas for introducing the
checklists

e Cornparing checklis:s:

1 Make one copy of Letter 1 from Unit 15.2 per pair of
students. in pairs, give half the pairs copies of the
First draft checklist and the other half copies of the
Second draft checklist,

2 Askthe pairs to discuss the text using their checklist
quastions and to identify what they think are the five
most important errors but nct correct them. Divide
the board 'h half,

3 After ten minutes, teedback onto the board, putting
gtabai errcrs on the left and technicalimechanical
errors on the right. Brainstorm which most impede
communication and should thus be tackled first :
when redrafting {i.e. global errors). At this stage, you
may wish to brainstorm corrections.

e |gentifying errors:

1 inpairs, give each pair a copy of a text containing
errors and a copy of one of either of the chacklists.
Ask them to read the text and identify the errors but
not mark them on It

2 Tellthem to place a blank sheet of paper alongside
- the text and, using the checklists, write appropriate
questions/icomments on the paper alongside each
error.-When they have had sufficient time, ask them to
- join with another pair and swap their pieces of paper,
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3 Ask them to cornpare their questions/comments and

discuss why they chose those parlicular ones.

This way of using chocklists ericourages canferencing and
leaves the original student’s drzft unmarked, and can,
therefore, be less threatening.

Some ideas for introducing the
correction codes

Lower [evel students:
Write a short texd on the board containirng onby one or twe

types of arror, e.y. spelling and vocabulary, Ask the students

to identify the Lypes of error and snnatate *hem using the
simpfificd code.
Higher level students:

® Wake one copy of the First craft correction: examples
for cach pair of students. Cul off the Answer key. Give

each pair a copy of the code without the key. Ask them

to compare the model husiness (et'er with the first

draft, identify how it ¢ifers and discuss what they think

the different codes mean. When they have had
sufficient time, give cach pair a copy of the code to
check 1heir predictions.

* Make one copy of the Second draft correction:

exarrples. Use correcticn fluid to blank out the
carreclions. Photocopy ane cogy of your altered code

per pair of students. In pairs, teli them to write thelr own

rorrections. Feedback as a whole cizss.

® Mzks one cooy of Letiar1 from Unit 75.2 snd underiine

the rrors. Make cne copy of this amendced jetter per

peir ol students. In gairs, ask them to annotate the copy

using the correction code ot the First draf: checkiist,
but not correct it. When Lhey have dons Lkis, ask them

to join with another pair and check their annotaticns. Te!l

the pairs to swap their leters and redraft them. When
they have had sufficient time, ask themn o swap back
and follow the same procedure, this tims usihg the
carrection code from Lhe Second draft checklist.

¢ In pairs, ask each student to copy o.4 a different sharl
text (possibly from their courseboak} 2nc add five
different delibzrate errors. Tell them to swap their text
with their partner, identify the five errors and use the
correction code from the Secand draft checklist to
annotate them. When the studenss have had sufficient

time, ask them to check their answers with their partner,

® [rror sale;

1 Write a text that includes all the different types of
errors in the carrection code from the Sccond draft

checklist. In groups of four, give each group a copy of

the text. Ask them to read the text together and
mark it using the correction code.

2 When they have had sufficient time, stop them and

tell thern you are going to buy their errors. Write the
code for ane error, e.g. Voc on the hoard and ask the
first group for an example from the text, {f they give a

good example, award them 100 euros,

8 Write a different code on the board and repeat the
procedure with the second group. Continue unti! &l

fifteen codes have been covered. The group with the

maost euros at the end Is the winner!

119




First draft checklist / correction code
Students: use this to help you check and correct your first draft.

T T
' Communication Code '
| How easyis it to understand? Does anything need to he made clearer? ’
’ Does the reader have all the infarmation they need? ?
Is there too much information? Have you used tao many words? /
Has any informztion bren repeated? Rep ’
Haw enjoyanle or useful is it Cor2Coreog .
Organisation ‘-/
/ Have you organised the Information anc ideas logicaliy? 1-»2 i
ifave you used paragraphs, sectiong or headings to help the reader? Par /
Are they clearly linked using discourse rrarkers? 2.9 however, although, etc. Link
Is Lthe opening appropriate? Does it make the reader want to read mare? Start
Does it end in the right place? End /
/ Layout ’
Have you used the right layout for thig type of writing? L _
Style : /

How formal or informal ic thig type of writing? Is this dariproprizte? is this dsscrintive enough or tap
descriptive for this type of writing? Would the pPassive or the active form be more appropriate?

From Witting Exire by Graham Palmer € Cz mbridge University Press 200u

Second draft checklist / correction code

Students: use this to help you check and correct your second draft.

i Grammar Code
Have you used the right verb forms? v
Do the subject and varh agree in each sentence? is the subject missing? Sub
Are the words in the right order? wo ,
Have you used the right prepositions? Prep
Have you checked the nouns? Are they uncountable? Are they plurai? N
Have you used the right article? Art
Have you used the right structure? Gr
Have you enly spiit a word at the end of a syllable? Syll /
Have you missed gut any words? A
Have you used too many wores? / {
Yocabulary
Have you used the right word? I5 it positive, negative or neutral? Voc
Can you use a specific word not a general one? Is it too wesk or strong? Gen
Punctuation "
Does the punctuation make the writing easy ta understand? P
Have you used capital ietters in the right place? Cap i
Spelling
Have you checked difficult words are spelt correctly? Sp J
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Writing organisation 1

Students: use this as a quick reference when you are planning your writing and checking its structure. (See
alsa the First draft checklist,)

Planning
Brainstorm ideas and information onla a mind map:

Pros (+) reacior meitdown Cons )

—no €O, pollutior: - long-term pollution

- cheap day-to-day costs \ ~people are worried about safsty
t\ Nuclear energy

/ radiation leaks

Answer some or all of these guestions in your writing: Who? What? When? Where? Huw? Why?
Structure the ideas and information appropriatsly, e.g.

can help rmake
nuclear weapons

' Formal letter : | Fiction :
. Greeting (Dear ) -+ Introduction: the main probiem
i Reason for writing . Partial answer to the problem
More details . ¢ Theanswer creates 2 new problem ;

. [ " i

What should happan next i i Final answer 3

Close {Yours ...}

Discursive composition i Business report
z Introduction Summary %
f Mostimportant point © ¢ Introduction |
% Second rmost important point i | Prioritised points
. Third most important point, etc. ' | Conclusion
Conclusion/Summary t | Recommendatiors §

Checking structure

Make sure you use a new paragraph for each new topic or for when something changes in a stary, e.g. location, lime
or the character you are focusing on, Check that each paragraph starts by focusing on specifics and then expands into
the mare general, e.g.

PN

examples, comparisons, etc. = Final sentence restating the mair idea of the paragraph.

Mzke sure you use pronours, e.g. this, that, ke, she, etc. to refer to things you have already mentioned. Check that the
reader can easily understand what each pronoun refers to, eg.

| o — e e e e .
@ has three bedroems. It is in a beautiful little village near Stratford. E

Make sure you use discourse markers, &.8. however, certainly, on the whole, etc. to link your ideas togethér. {See also
Writing arganisation 2.} .
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riting organisation 2

Students: use this as a quick reference when vou check that your ideas are linked together logically. (See also the
First draft checklist.) If you find more discourse markers as you study, add them to this list under the correct h eading.

Useful words and phrases - discourse markers

Maria is a hard worker. She is a/so very experisheed.
Mariz is a hard worker. Furthermore, sho is very expericnced.
As well as / In addition to bieing a hard worker, Maria Is very experienced.

E-rail is useful if you need an answer quickly. Simifarly / In the same way,
motale phones make it easizr ta keep i1 touch.

With reference to Mr Pearson’s mistake, | do not Lhing it will hzppen again.
As fur us Mr Pearson’s mistake is corcerned, | da not hink

The car was a good buy. That is to say / In other words, we Fave hsd no
prodlems with it since we boughl it

TRy
FEe it

He is intelligent but he docs net understznd the syslem.

Alihorgh he is intelligent, he coes not understand ihe system.

In spite of 1 Despite being intelligent, he coes not .

He is intelligent. Iowever/Nevertheless, he docs naot

While/Whereas | think you arc most'y right, | disagree with some paints.

Cerlainly / Of vurse, new employees need training.

You state that nuclear power is cheap. On the contlrary, it is very
expensive.

Qlder people must be good to children. n this way/Thus, children wifl
learn to be good. '

The pelitician was very unpopular. Soi Therefore/Consequently / As a resul
he was not elected.

Iirst, we rmust invest in developing the product. Nexs, we must train our
sales people. Finally, we must scll, seil, sell

On the whole/In general, our products are popular.

For example / For instance, the MX25 computer sefls well,

In brief/ In conclusion / To sum up, our sales are improving,
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Writing style 1

Students: use this as a quick reference when you check

draft checklist.)

Informal or neutral {pe

rsonal) style

Formal (impersonal) style

T e =

7

the style of your picce of writing. (See also the First

Gramimar

Use immediafe tenses: simple/present
lwant to ask about
Fwonder if yau can ...

Use direct statements
I'need you Lo swap this for another one.

Use direct requests and questions
Please phane me.
How did you lose my order?

Use modals can and will
Can you do this?
Will you come to my party?

LIse confractions
| can't understand it.

Use ellipsis (leaving out words)

The computer whieh | bought from you daesn't
work,

Vacabulary

Use everyday languaye, e.g.
ask about {something)

ask for {something)

buy (something}

say sorty {for something)
swap {something)

tefl someone something)
think about (something)
write to / phone {someona)

Grammar
Use less immediate lenses: contin uous/mast
lam writing to enquire about ...

Vwas wondering if you could ...

Use conditional statements

Twould be gratefu, if vou could exchange this.

Use less direct requests; yes/no questions
Could you please contact me?
Couid you explain how you lost my arder?

Use modals could and would
Could you do this?
Would you come to my party?

No contracHons
| cannot undorstand it,

No ellipsis

The computer which | hought from you does
not work.

Vocabulary

Avoid idioms/slang. Lse specific vocabulary, ¢.g,

enguire about {something)
request (something}
purchase (something)
apalogise {for something)
exchange (something}
inform/advise {someone!
consider (something)
contact {socmeane)

L |
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Wﬂing style 2

Students: use this sheet as a quick refererce when you need to think of a more formal style for a phrase,
(See also the Tirst drafl checklist.) If you find more uscful informal/formal equivalent phrases as you study,
add them to the list under the correct he ading.

Informal or neutral {personal) style Formal (impersonal) style

HitDear Paula = Bye for now! /
Best wishes

Dear Ms/Mrs/Miss/Mr Johnson = Youre sincerely
Dear Sir or Madam = Yours faithfully

- Can I send you a brochure?

Please can you ., Favould be grateful if you could .
Would you like me fo forward a brochure?
No, thanks!

Thank you for your offer but { am afraid I have to refuse.

Thanks. That will be great! Twould be (wery) happy to accept |

Faniadid

Thanks a lot. { Cheers! Lam (extremely) arateful for ...

Fre had enough of this noisel Farich to make a (serious) complaint about the noise.

't sorry. Please acoept my (sincere) apologies,

Ithink that ... It 12 possible that ..

I'm sure that ... it is {absolutely) ceriain that ..

Do you mean that .7 Could you clurify that ,..?
Lwould {compleiely) agree that ..,

You're right that ...

Your're wrong that .., (I am gfraid) I cannot agree that ...

Well done! Plegse accept miy congratulations.

I do sympathise,

T'm so sorry (for you),
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Teacher's writing evaluation scale
Teachers: use this to standardise marking across different writing forms. It can be used to give a general grade

(out of ten) or a more detailed {%} grade. You may want to display a copy so that students can see what their grades

mean and where Lhey need 10 improve.

General Grades (put of ten)
Task (5) + Language (5} = 10

Detalled Grages {aut of 100

Communicaticn (5) 4 organisation (5] + layout (5} + style (5] + gremmar (5) + vocahulary (5) = bunctuation (5) + spelling

[5) = (40} X 2.5 = % gracle

Grade © Task

i © Communication: This is very cilficult to understand.
- Organisation: Your ideas are disorganised,

Layout: You have not used the carrect layout for this type of writing.

Style: You have not used the correct level cof formality.

Communication: This is difficult to understand.
Organisation: Some of vour ideas are organised logically.
. Layout: You have used tha correct layout but with a lot ot arrars,
; Style: You have used the correct leve of formality but with a ot of error
' Communication: [ can urderstand this.
Organisation: Your ideas zre organised.
Layout: You have used the correct layout with some errors.
Style: You have used the correct level of formality with seme errors.

" Communication- This Is easy to understand.

Very pocr 1

Pcor 2

5.

[95]

Average

TR et eiems L e L

Good 4 Organisation: Your ideas arc weli organised.

Layout: You have used the correct layout with a few errors.

Style: You have used the corect level of formality with a few errors
Communication: This is very easy ta understand.

: Vi ocd 5 :  Drganisation: Your ideas are very well organised.

ey | Layout: You have used the corroct layout.

# Style: You have used the corract tevel of farmality.

g Grade Language | |
? © Grammar: You do not use simple structures correctly.

: ; * Vocabulary: You do not use the right vocabulary.

| Very poor . Punctuation: Your punctuation and use of capital leiters is very weak.
f . Speliing: Your spelling is very weak.

: | Grammar: You use some simple structures correctly.

5 © Vocabulary: You use some of the right vocabulary.

i Poor | Punctuation Your punctuation and use of capital letters is weak.

‘ i Spelling: Your spelling is weak.

; { Grammar: You use simple siructures correctly but not complicated ones.

. Vocabulary: You use a range of the right vocabulary,

Punctuation: Your punctuation and use of capital letters has some errors.
Spefling: Your spelling has some errors.

Grammar: You yse complicated structures correctly with a few errors,

Vocabulary: You use 3 good range of vocabulary.

Punctuation: Your punctuation and use of capital letters is good,

Speliing: Your spelling is good.

Grammar: You use complicated structures correctiy.

Vocabuiary: You use a very goed range of vocabulary,
Verygood 5 Punctuatlon: Your punctuation and use of capital letters is very good.
Spelling: Your spelling is very good,

Average 3 |

Good 4
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Student writing evaluation chart

Students: use this when you have written a draft to say what you want checked or when you have finished a
piece of writing to say what you want graded.

TASK LANGUAGE
NAME e, = : .
|
5 B
o B
i = =
g | S = |5 o
= I 2 = = n =
£ c 5 = o = £ =3
£ oA Q L & S < B 5
& o) 8 @ 3 s g S Z
rick the areas you want checked
Grade : :
5 5 5 5 5 5 5 5 40
Total x 2.5 = Detailed % grade
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How to use the Student writing evaluation chart

This can be used ir conjunction with the Teacher's writing evaluasion scale to give students cantro! of the

gvaluation process.

For each finished piece of writing, give students a copy of this chart and ask them to tick what they wanl graded.

For example, if they have used the Second draft checklist to imprave their language, they may want to be graded only
an grammar.

This chart can also be used during the drafting stages. In this case, no grading is done. fnstead, the studen: ticks the
areas they want feedback on and Lhe teacher, or enother student, then uses the chart to focus on areas to correct in
the dratt. Any changes can then form the basis for discussion with the original writer,

Useful potentiol resources: writing websites and files

You or your students may want to visit these websites to discaver more useful resources:
http:/fowl.english.purdue. edu! (an onling writing lab)

http:/fwww managementhelp.orgicommsklsfemm_writ.itm (3 business writers’ lihrary)
http:/fdictionary.cambridge.org/ (an online dictionary)

You may alsa want to build up a Resource file containing varying samples of different genres which your students can

refer to. When you publish their work in school magazines, in displays on class notice boards or an an Internet class
home page, aiso photocooy the best pieces and file them according to genre in the class Resaurce file.

Ask students ta keep their own individual writing files divided in three sections: drafls, finished writing, and
evaluations. The third section can include writing journals, reports on how they wrote a piece, and avaluations made
by themselves and their teacher using the Teacher's writing evaluation scale.
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