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Introduction


For teachers


This book is for pupils who are studying English at Third and Fourth Levels. It provides a wide variety of teaching approaches and content, active learning opportunities and practice tasks. The material is differentiated, supporting pupils as they make the transition from Third Level to Fourth Level. Throughout the book, pupils will also see how the work they are doing at these levels relates to the National 5 and Higher courses they will undertake later in school.


Teachers planning courses for their classes should refer to the Benchmarks for English and Literacy which can be found on the Education Scotland website.


The electronic assessment pack that accompanies this book includes information on how CfE (Curriculum for Excellence) Benchmarks are covered by the tasks and activities in the book.


For pupils


This book is for you if you are working at Third or Fourth Level in your English lessons, which means you are probably somewhere in the first three years of high school. It will help you to develop and use your skills in the key areas of English: reading, writing, talking and listening.


Whenever a new skill or idea is introduced, you will be able to work your way up, doing more and more challenging tasks and activities. The words building, strengthening and extending in the Active learning boxes will help you see how you are improving and developing.


As well as learning new skills, this book will also teach you certain terms – the names of ideas and techniques. These will always be explained clearly when they are introduced in a chapter. There is also a glossary at the back of the book, where all those new terms and their meanings are listed together. When you see words in this book in purple bold, this tells you that there is a definition in the glossary. Words in black bold give reminders or emphasise.
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S


science fiction: a genre that involves science that is made up and not yet possible. Science fiction stories and films are sometimes set in the future, or have settings outside of Earth


semi-colon: A semi-colon looks like a dot above a comma. It can be used to separate phrases in a complex list, or to join two sentences whose ideas are connected
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If you work through this book from start to finish, you will get a thorough grounding in English skills. Your teacher might decide to do this. However, you could use the chapters in any order, and it is much more likely that you will use different parts of the book at different times, dipping in and out of it during your first three years of high school.


This book is also designed to lead you towards the English work you will do later in school. So, you will often find small mentions of how the work in this book relates to the National 5 and Higher courses you will study when you are older.





1 Talking and listening



The first English skill most people in your class used today was probably listening. During a school day, you probably do more talking and listening than reading or writing. You can’t do a practical cookery lesson unless you watch and listen to your teacher explaining how to make delicious food; you can’t win a game of basketball in PE without talking to your teammates. However, there may well be lessons in which you don’t need to read or write anything.
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Active learning


Think back over your day so far and answer these questions:





1  What was the first spoken language that you heard today? What time was it?



2  What was the first thing you said today? What time was it?



3  What was the first thing you read today? What time was it?



4  What was the first thing you wrote today? (You might have written this with a pen or pencil, or typed it or texted it.) What time was it?



5  Of the four English skills, listening, talking, reading and writing, which one have you used most often today?





Share your answers with the class when your teacher asks you to.
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Your teacher might dip in and out of this book at different times during your English lessons. You can also use the chapters in almost any order. But, talking and listening is a good place to start, because these are the English skills we use most often, and we use them in every other part of our life and learning.
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Active learning


Work with a partner. Try to think of a job a person can do that doesn’t involve talking and listening. The writer of this book thought ‘ballet dancer’ might be a good answer, but she was wrong. Ballet dancers don’t talk while they are performing, but they do talk and listen as they train and rehearse.


If you think you do have an answer, share it with the rest of your class. Let someone else prove that you are wrong, and that this job does involve talking and listening.
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Because talking and listening are vital for life and work, we focus on these skills in our English lessons.



Listening



If you do the National 5 or Higher courses later in your time at school, you will find that talking and listening are assessed together. If you are assessed in a group discussion, you will spend more time listening to other members of your group than you will spend talking to them. If your assessment is an individual presentation to an audience, you have to, as part of this, listen to questions they ask you and give suitable responses.
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So, this book will not teach listening as a separate skill. Do remember, though, that listening is part of almost everything else you do in school. None of your lessons ever happens without you listening to what a teacher says at some point, and listening is deeply embedded in your talk skills.


Group discussion


You will have opportunities all the way through this book to take part in group discussions. Many of the Active learning activities will get you to talk to a partner or work in a small group.


These activities will arise from the other work you are doing from the book. But, we are going to take the chance now to step back and look at how group discussion works, as well as giving you a couple of specific tasks to let you focus on your discussion skills.


Skills for group discussion


To get you thinking about the skills you need to use in group discussion, we are going to put you into a group and get you to discuss those skills.
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Teacher’s task


To prepare for this task, photocopy the sentences on the following page, preferably onto thin card. As your pupils will be working in groups, you need as many sets of the page as there will be groups in your class. Then cut the sentences into separate strips, and put each set of strips into an envelope or poly pocket. Each group of pupils needs one set of sentence strips.
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People listen to each other.



	Group members can add to and build on what others have said.







	Group members encourage each other to make a positive contribution.


	People can give reasons for their ideas and opinions.







	People ask each other for their ideas and opinions.


	People ask each other questions, so they can understand each other’s ideas better.







	Group members treat each other respectfully.


	When speakers disagree, they do this in a positive way.







	People will change their minds if they hear good reasons.


	The group is responsible for itself, and does not need a teacher to get involved.







	Members of the group will try to end up agreeing with each other.


	Anyone who has been given a particular role will carry it out well.







	No one person takes over the group.


	Group members make eye contact with each other.







	The group sticks to the task.


	THIS IS WHAT GOOD GROUP DISCUSSION IS LIKE
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Active learning


Building


Work in a small group of not more than four people. (Your teacher may also give you other guidance about how to choose your group members.) Make sure you have a large space you can work around. The best way to do this might be to push some desks together. You need space to look at materials together and to move these around as you discuss them.


Your teacher will give you an envelope or packet full of small cards. Don’t open it until you are told to, and take care not to lose any of the cards as you do the task.


When you open the envelope, find the title card and put it at the top of your workspace.


The other cards all say something about what a good group discussion is like. Your task is to sort them and lay them out in a pattern to show what you think matters most.





•  Put the sentences you think are most important at the top.



•  The least important ideas and statements go at the bottom.



•  If you think any sentences are equally important, they go on the same level.





As you work, be ready to explain to your group why you think sentences should go where you want to put them, and keep listening to what other people think and say.


When you finish, choose a reporter who will feed back your answers to the rest of the class. Make sure that person can explain how you came up with your choices and decisions.


Once all the groups are ready, your teacher will ask the reporters to share each group’s answers with the class.


Strengthening


As you listen to other groups’ answers, think about these questions:





1  Did any groups have answers that were very different from yours?



2  Once you heard these groups’ explanations, did you feel like changing your own answers?





If your teacher tells you to, spend a few more minutes with your own group, deciding if you want to move around any of the sentences you’ve been working with.
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Roles in group discussion


In the task above, you were asked to give one person the role of reporter. There are some other roles that are also important in group discussion.
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Active learning


On the left, you will see some common roles used in group discussion. On the right, you will see explanations of what these roles are. The explanations are in the wrong order. Match each role with the right description of what this person would do in their group.






	
1 Chair


	A This person reads out any instructions, information or questions the group will use.







	
2 Leader


	B This person shares the group’s answers with the class at the end of the discussion.







	
3 Reader


	C This person makes sure the group completes their task on time and may help to keep the discussion moving throughout.







	
4 Recorder


	D This person takes charge and keeps the discussion moving. They try to solve any conflicts, and make sure everyone gets a fair chance to take part.







	
5 Reporter


	E This person makes notes of what the group talks about.







	
6 Timekeeper


	F This person has a similar role to the chair. Also, if the group has been told they must come to a conclusion and cannot reach one, this person will have the final decision.








For answers, see page 205.
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In some of your group discussions, you may be given one of the above roles. When this happens, your teacher will be looking for evidence of how well you carry out that role. Fulfilling your role properly, and allowing other people to fulfil theirs, is one of the ways that you show you are a good group member, and that you are listening to the people you are working with.


You’re going to have the chance now to use your group discussion skills in two quite different tasks.


Animal house


The first discussion is based on an idea that isn’t really possible, but that doesn’t make it a bad discussion topic. In fact, talking about something a little surprising and unreal will get you to think more creatively. Also, because there is no ‘right’ answer to an impossible situation, you have to focus more on skills such as explaining and supporting your ideas.


These four creatures have decided to share a house together:
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Active learning


Work in a group of up to four people. Your group is a firm of architects. The animals have asked you to design a house for them.


Building


You have 20 minutes for this part of the task.


Choose a chair, a timekeeper and a reporter. You also need someone to do some drawing for you, and a sheet of A3-sized paper to draw on.


Design a house that these four animals can live in together. As you discuss your ideas and sketch your plan, think about these things:





•  The creatures are very different: they move in different ways, they eat different foods, they have different body shapes and they need different habitats. Keep all of this in mind as you plan a house that suits them all.



•  The animals are friends and they have chosen to live together. But one of them, the eagle, would naturally eat most of the others. Make sure you give each of these housemates their own space, so tempers don’t get dangerously frayed.





Your group should spend the first 15 minutes discussing your ideas and drawing them. During the next, and final, 5 minutes, you should label your drawing so that anyone who looks at it will understand how the house suits the four animals.


When the 20 minutes are up, your reporter should explain your plans and ideas to the rest of the class.


Strengthening


Your teacher may also get you to do this second part of the task. You have 5 minutes for this.


One of the biggest problems that groups of flatmates face is sorting out who does the chores. You are going to create a housework rota for the four animals. Make a list showing who will do each part of the housework and why. For example, the squirrel might use its soft and fluffy tail to do the dusting.


When the 5 minutes are up, your reporter should explain your ideas to the rest of the class.
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Time capsule


This second task will get you to negotiate with your group – to come to a shared agreement that everyone accepts. You will need to listen carefully and respectfully to other people, and to explain and support your own ideas.


A time capsule is a box that may be buried in the foundations of a new building or in some other special location. Inside the box are small objects that are meant to sum up the time in which the box is buried. If someone digs up the box in the future, they will understand the past from what they find inside it. People who bury time capsules often leave instructions to say that they should be opened on a certain date, for example in 100 years’ time.
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Time capsules are not usually very large. Picture a box that is small enough to fit underneath the chair that you are sitting on. That’s how big your group’s time capsule is going to be. (If you think the chairs in your classroom are an unfairly weird size or shape, speak to your teacher. If they agree, they’ll give you a different way to picture the size of your time capsule.)
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Active learning


Building


First, work on your own.


Think of at least five things you would like to put in a time capsule. Remember, these items have to sum up and stand for the time that we are living in.


Write down the name of each thing you want to put in the time capsule. Beside this, note down at least three reasons why you think this item is a good example of our life and times. This part of the task is really important. You are generating the ideas you will use afterwards when you discuss and negotiate with your group.


Your notes might look like this example:
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What:





•  A carry-out cup from a coffee-shop chain






Why:





•  It shows we are always in a hurry and we like convenient things.




•  It reminds us about the problem of disposable plastics, and other sorts of waste that pollute our environment.




•  It shows how much we use caffeine to perk ourselves up.




•  The cup is from a chain, which shows how powerful these big businesses are.
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Now, work in a group. Your task is to negotiate and agree the items your group would put in a shared time capsule. You have to stick to these guidelines:





1  The time capsule has to be the size mentioned above – small enough to fit under a classroom chair.



2  You must include at least five items, but not more than ten.



3  You have 15 minutes for this task. Appoint a timekeeper to help you stick to this.



4  Choose a leader for your group. Remember, you are aiming to reach a negotiated agreement. If you really can’t agree, the leader can make only one decision about just one item for the capsule.





At the end of the task your reporter should share your answers with the rest of the class.


Strengthening


Once you have listened to all the other groups’ ideas, your teacher may get you to discuss these further questions:





1  Which idea is your group most proud of? Why do you think this is such a clever or important idea?



2  What was the best idea you heard being suggested by another group, not your own?



3  Did any group suggest an idea that you really didn’t agree with? How would you persuade them to take that item out of their time capsule?
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There will be many more opportunities throughout this book to use your discussion skills. For now, we’ll move on to another key type of talk task.


Individual presentation


So far we have focused on talking as part of a group, but your teacher may also ask you to talk on your own to an audience. If you do National 5 or Higher English later in school, you might be asked to give an individual presentation as your course assessment task, so it’s a good idea to practise this skill from early on.


Remember, we are always thinking of listening alongside talking. When you do those later assessments, part of what makes something a ‘presentation’ and not just a ‘talk’ is that the audience will ask you questions at the end. You will listen to these questions and give suitable answers that show you have considered what people have asked you.


A presentation can also include visual materials: props that you bring with you or images that you show to the audience. You don’t always have to use these, but you can if you’d like to, and your teacher might ask you to use them in a particular task.


So we are thinking about these three elements that go to make up a presentation:





1  talking to an audience



2  using visual materials to support your words – remember this is optional



3  responding to questions from the audience.





When your teacher assesses your presentation, they will be looking at three aspects of your skills:





1  your ideas and the way you structure these



2  the language you use to put these ideas across



3  your use of non-verbal techniques.
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To help you develop these three skills, while using all three of the possible elements of a presentation, you are going to work on one individual presentation. Bit by bit, you will plan, prepare and practise this presentation, which you will then deliver to your class. As you work through these materials, you will build in those three key elements of a presentation, and you will build up and use the three areas of skill your teacher is looking at.


Building presentation skills: my life list


You are going to talk to the class about four ideas:





•  an experience that you would like to have



•  a place you would like to visit



•  something that you would like to own




•  a goal or ambition you hope to achieve during your lifetime.





For each idea on your life list you should:





•  explain what it is



•  tell the class why you want to do this



•  tell them what challenges you face that might make it hard to do this



•  explain how you will overcome these challenges.
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You should use a simple PowerPoint of images to support your talk. At the end of the talk, you will be expected to answer at least three questions from members of the audience.


Now that you know what the overall task is, we’ll work step by step through planning and preparing.


Building ideas and content
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Active learning


Open your jotter. You will need four empty pages.





1  At the top of the 1st page, write the heading EXPERIENCE.



2  At the top of the 2nd page, write the heading PLACE.



3  At the top of the 3rd page, write the heading OWN.



4  At the top of the 4th page, write the heading AMBITION.





Write the headings to the left of each top line, as you will be adding some detail to them soon.


Now you are going to think about your ideas to fit these headings. Let’s look at some examples to help you with this. Look at the sentences below and work out which heading each one goes with. The first one has been done for you as an example.





1  Samir would love to do a parachute jump.[image: ] EXPERIENCE



2  Hannah hopes to get a chance to visit New York soon.



3  Aneesa would love to have the Koh-i-Noor diamond in her jewellery box.



4  Ethan wants to go swimming with dolphins.



5  Freya would like to have her own TV cookery programme.



6  Jake wants to go to the Western Isles.



7  Mia would like to have a novel published.



8  Kyle wants a dog.





Share your answers with the rest of the class to check that you all understand the sorts of ideas we are looking for.


For answers, see page 205.


Now it’s time for you to think about your four main ideas. Samir’s first jotter page would have this heading:
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EXPERIENCE – A PARACHUTE JUMP
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Write down your four main ideas. Make them part of your page headings, as Samir did.
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Now that you have your main ideas, you can start to flesh out your notes. Remember you are going to tell your class four things about each of the ideas on your life list:





•  what it is



•  why you want to do this



•  what challenges you face that might make it hard to do this



•  how you will overcome these challenges.





We’re going to start with the what part of that list. Here’s an example to help you.


Aneesa would love to have the Koh-i-Noor diamond in her jewellery box. That’s the thing that she wants to own and she knows what it is. But, most people in her class have probably never heard of the Koh-i-Noor diamond.


They won’t know what it is; she needs to tell them.


This part of her talk would sound like this if she said it out loud:
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If you could see Aneesa’s notes in her jotter for this part of the talk, they would look like this:
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WHAT





•  largest




•  India 500 + years ago




•  Qu Victoria 1850




•  British crown jewels
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Aneesa has used bullet points and short simple phrases to make her notes. It is a good idea to do it this way instead of writing your talk out in full. If you wrote out your talk word for word, you might be tempted to read the whole thing out loud to the class. You wouldn’t be talking to them and you wouldn’t be making eye contact. Using bullet points gives you something you can look down at really quickly, and then you can look up at your class and talk to them.
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Active learning


Under each of your four main jotter page headings, make notes about what that item on your list is.
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Now we’re going to move on to the why area of your notes. Here’s an example to help you.


Jake wants to go to the Western Isles. He needs to help his class to understand why he would like to visit that place.


This part of his talk would sound like this if he said it out loud:
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If you could see Jake’s notes in his jotter for this part of the talk, they would look like this:
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WHY





•  family history




•  me + Mum: Glasgow




•  grandpa: Harris




•  Gaelic at home, English at school




•  teach me




•  strange
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Active learning


Under each of the four main jotter page headings, make notes about why that item is on your list.
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Now we’re going to move on to the challenges area of your notes. Here’s an example to help you.


Ethan wants to go swimming with dolphins. He needs to tell his class about anything that might make that difficult for him.


This part of his talk would sound like this if he said it out loud:
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CHALLENGES





•  wild




•  swim confidently
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If you could see Ethan’s notes in his jotter for this part of the talk, they would look like this:
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Active learning


On each of your four jotter pages, make notes about the challenges of that item on your list.
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Now we’re going to move on to the overcoming challenges area of your notes. Here’s an example to help you.


As we know, Ethan would like to swim with dolphins. We’ve just seen the challenges that he realises might make it hard for him to do this. He’s come up with some solutions to these difficulties.




[image: ]




This part of his talk would sound like this if he said it out loud:
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If you could see Ethan’s notes in his jotter for this part of the talk, they would look like this:
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OVERCOME





•  wildlife park




•  Florida and California + family holiday there




•  expensive + worry about keeping dolphins




•  Moray Firth – Cromarty – Inverness




•  playing happily




•  wetsuit




•  practise
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Active learning


Under each of the four headings, make notes about how you will overcome the challenges you’ve found.
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Well done! You’ve now made all the basic notes for your life list talk.


Do you remember that earlier on in this chapter, we said that one of the key skills your teacher is marking you on will be the ideas and content in your talk? By making these notes, you have worked out your ideas and content, because you have planned out:





•  an experience that you would like to have



•  a place you would like to visit



•  something that you would like to own




•  a goal or ambition you hope to achieve during your lifetime.





And for each idea on your life list you know how you are going to:





•  explain what it is



•  tell the class why you want to do this



•  tell them what challenges you face that might make it hard to do this



•  explain how you will overcome these challenges.





Before you move on, quickly check over those four pages of your jotter to make sure that all the notes are there.


Building your use of language


We also learned earlier in this chapter that another of the key skills your teacher is marking you on will be the use of language in your talk.


One of the key ways to show your language skills is to use a varied and interesting vocabulary.
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Active learning


Building


Look at the two boxes below. You will recognise the words on the left, which come from Ethan’s talk. On the right, you’ll see another version of the same part of his talk.


Find all the places where he changed his talk to use more varied vocabulary.
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Share your answers with the class.


Strengthening


Here’s another extract you’ve seen before. It’s from Jake’s talk and from the section where he is telling the audience why he wants to visit the Western Isles.
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Find at least three places where Jake could use more varied or interesting vocabulary.


Share your answers with the class.
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Active learning


Now go back to the notes for your own talk. Look for places where you can use interesting and varied vocabulary. Write in the words you’d like to use.
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Another way to show your language skills is to use some rhetorical devices. This is a phrase made of two words you probably don’t know:
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So, a rhetorical device is a public speaking technique.


One device that is very easy to use is a rhetorical question. This is a question that you ask not to get an answer, but to get the audience thinking.
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Active learning


Go back to the notes for your own talk. Look for one place where you could use a rhetorical question to get the audience thinking.
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Another device that is very easy to use is called the rule of three. Our brains love things that come in threes. Somehow, sets of three are very catchy, memorable and noticeable. So, anything that you do or say three times over in your talk is going to grab the audience’s attention.




[image: ]






[image: ]


Active learning


Go back to the notes for your own talk. Look for one place where you could use the rule of three to get the audience’s attention.
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There are many, many more rhetorical devices. We’re just going to find out about one more for now. You might want to use alliteration in your talk. This is a sound effect technique where two or more words close together begin with the same sound.
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Active learning


Pick out the alliteration in each of the speech bubbles below.
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Share your answers with the class.
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Active learning


Go back to the notes for your own talk. Look for one place where you could use alliteration to engage your audience.
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Organising your talk


Earlier in this chapter you planned the ideas and content of your life list talk. Now we are going to add to this to give your talk its overall structure.


The notes you’ve made are for what we might call the body, the main and central part, of your talk. You need to add two smaller, but crucial, parts: the introduction and the conclusion. If you don’t have these, your talk won’t be properly organised.



Introductions



You can’t just jump in to your talk. You need to start off by greeting the audience and letting them know what you are going to talk about.


Here’s an introduction from a pupil who is building their talk skills.
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Here’s an introduction from a pupil who is strengthening their talk skills.
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Here’s an introduction from a pupil who is extending their talk skills.
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Active learning


In your jotter, write out the introduction you plan to use in your talk.
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Conclusions


You can’t just stop at the end of your talk. You need to round it off properly and let the audience know what they should do next.


Here’s a conclusion from a pupil who is building their talk skills.
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Here’s a conclusion from a pupil who is strengthening their talk skills.
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Here’s a conclusion from a pupil who is extending their talk skills.
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Active learning


In your jotter, write out the conclusion you plan to use in your talk.
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Setting out your notes


You have notes for this talk in your jotter already, but they might be a little untidy, as you added details about your use of language to the original notes you made. Also, your notes for your introduction are at the end of all the other notes, and just before the notes for your conclusion, so things are now a little out of order. This is a great moment to sort out, and set out, your notes.


Writing the notes out again gives you a chance to put them in the best order. Using small note cards when you are talking also looks much smarter than bringing a flappy jotter up to the front of the class with you.
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Most importantly of all, writing out the notes will fix them more strongly in your brain, which again means you are more likely to talk to the audience instead of reading to them.
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Active learning


Your teacher will give you a pile of small sheets of paper or thin card. You’ll need at least six sheets: one for your introduction, one for each of the four big sections in the main body of your talk, and one for your conclusion.


Building


Write out your notes on the cards. Use large, clear, neat writing and stick to bullet points and key words.


Strengthening


If you have time, get a different coloured pen or a highlighter. Read through your note cards. Look for the key words, or most important words; the ones you want to have jumping off the page for you. Underline, or highlight, those words.
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Making your visual materials


Near the start of this chapter, we saw that there are three elements that go to make up a presentation:





1  talking to an audience



2  using visual materials to support your words – remember this is optional



3  responding to questions from the audience.





So far we have concentrated on getting you ready to talk to the audience. Now we’re going to think about your visual materials, which for this talk could be a PowerPoint or Prezi.


There are four main ideas in your talk: an experience you’d like to have, a place to visit, something to own, and a goal or ambition to achieve.
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Active learning


Prepare a PowerPoint or Prezi to illustrate your talk. You could do this at home, or on a computer at school or in your local library.


Building


Prepare one slide for each of the main ideas in your talk, four slides in total. Each slide should be a large, clear single image that people will be able to see even from the back of your classroom. There is no need to have words on your slides: you have planned plenty to say.


Strengthening


Look for areas of your talk where you could add an extra slide. For example, Aneesa could have one slide that is a close up of the Koh-i-Noor diamond, and another slide that shows the crown jewels so the audience can see where the diamond has been set. Jake could have one slide that is a map of Scotland with an arrow pointing to where the Western Isles are, and a second slide showing a particular place that he would like to visit in the Western Isles.
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Extending


Is there a place in your talk where you could use a brief film clip? For example, Samir, who wants to do a parachute jump, could embed a short clip of the moment someone jumps out of a plane.


Once you have made your presentation, check with your teacher how you should get it to the classroom. You might bring it on a USB stick. You might email it to your teacher. They might suggest some other way for you to make sure it is ready to use when you get up to speak.
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Practising your talk


It’s almost time to give your presentation. First of all, you’re going to practise it.
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Active learning


Building


Work with a partner you trust. Sit face to face, and not too close to any other pair, so you don’t get disturbed.


One of you is the speaker; one is the listener.


If you are the speaker, use your notes to help you give your talk. Aim to talk for at least 3 minutes. Make eye contact as much as you can. If you are able to show your slides as well – perhaps from your phone if the teacher will let you do this – you can, but don’t worry if you can’t show the images at this stage.


If you are the listener, time the talk. At the end, tell the speaker two things you thought were successful, and give them one idea about how to make the talk even better.


Strengthening


Join up with another pair to make a group. Practise your talk again. This time, stand up as you are talking. Improve your eye contact by looking at each member of your audience. Try to follow the feedback and suggestions you were given by the listener the first time you practised.


Extending


After you have practised your talk to the group, let each member of your small audience ask you a question. Answer these in as much detail as you can.
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Non-verbal techniques


It’s almost time to deliver your presentation. You know that your teacher will be assessing your ideas and content and your use of language, and you have worked on these as you have prepared your life list talk. Your teacher will also assess your non-verbal techniques. This means anything that is not about the actual words you say. We have dealt with this a little already, because your PowerPoint is a non-verbal element of your presentation.


When we think of non-verbal techniques, we mainly mean what we do with our body, what we do with our eyes, and what we do with the sound of our voice.
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Active learning


Look at the list of sentences. Each one is a piece of advice, or an example. Decide if each sentence is about body, about eyes or about the voice.
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  1  Speak loudly enough for everyone in the room to hear you.


  2  Don’t just look at the same person all the time.


  3  Make sure you speak clearly.


  4  Stand confidently, with your feet as far apart as your shoulders.


  5  Take care not to talk too quickly.


  6  Use gestures to support your talk, such as pointing at a map on your PowerPoint when you are telling us about the place you want to visit.


  7  Move your eyes as you talk, looking around the audience.


  8  Avoid fidgeting as you talk.


  9  Speak fluently, without pauses or hesitation.



10  Hold your notes in one hand, and keep the other one free to turn the pages or make gestures.



11  Make the sound of your speech varied, rather than the same tone throughout.



12  Look up nearly all the time, just peeping down at your notes when you need a quick reminder.



13  Look at people’s faces, not over their heads.



14  As you speak, put emphasis on the most important words.





For answers, see page 205.
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Presenting to the class



It’s time to give your presentation. Make sure you have your note cards ready, and that you know how to get your PowerPoint or other visual materials to work. You can feel confident and ready, because you have prepared well.


Audience questions


At the end of your talk, answer at least three questions from the audience. You should expect people to put their hands up, and to wait for an invitation to speak. Listen carefully to what they ask and give the fullest and best answer that you can, because this is how your teachers for National 5 and Higher will assess your listening skills.


Being a good audience


Being part of the audience is another great opportunity to use and improve your listening skills. You can show your respect and support for the speaker by listening attentively. Careful listening will also help you decide which questions to ask. Are there parts of the talk that you would like the speaker to explain more fully, or details you would like to know more about? Also listen carefully to the feedback your teacher gives to people at the end of their presentations; if you haven’t delivered yours yet, it might give you a few more tips for success.


Strengthening presentation skills: getting in trouble


We spent a long time working through all the material on your life list talk, because we were using this task to teach you presentation skills.


Now that you have those skills in place, you’re going to see a much shorter plan for a different presentation.
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You’re going to tell your class about a time when you got in trouble. This could be:


either


A time when you were actually badly behaved (at home, at school or somewhere else) and got in trouble for this.


or


A time when you got into trouble, even if what happened wasn’t just your fault.


or


A time when you got in trouble, but actually you were innocent and it wasn’t fair.


[image: ]





Don’t worry. You don’t have to talk about anything secret or upsetting, of course. But, most people have a good story about something naughty they did. This is your chance to tell it.
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Active learning


Write these headings in your jotter. Leave at least half a page of space under each heading.




Background information/What led up to this event?


What happened?/What did I do?


How did other people react?


My punishment/What happened to me


How I feel about it all now when I look back





Now fill in your notes under the five headings. Use bullet points and short, clear phrases.
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If you need a little help making those notes, look at the expanded hints and prompts that follow.
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Background information/What led up to this event?


Think about:





•  how old you were



•  where you were



•  which other people were involved in the story



•  if we need to know anything about your relationship with these people



•  if we need to know about anything you did before this event.





What happened?/What did I do?


Use four or five bullet points to go through, in order, what happened, or what you did that eventually got you into trouble. These bullet points should help you tell this part of your talk as a kind of mini-story.


How did other people react?


Think about who else got involved when you did this. It might have been:





•  an older family member



•  a teacher



•  a neighbour



•  someone doing their job



•  a police officer.





What did this person say?


What did they do?


My punishment/What happened to me


Think about these questions:





•  Did you get punished? What was the punishment? Did that seem fair? How did you feel about this?



•  Did something else happen? Did that seem fair? How did you feel about this?





How I feel about it all now when I look back


Think about these questions:





•  Do you feel sorry about what happened?



•  Would you act differently if this situation came up again?



•  Would you behave like this nowadays?
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Active learning


Once you’ve planned your presentation, go through the other steps you learned about and practised earlier.





•  Set out your notes on small cards.



•  Practise your talk with a partner and give each other feedback.



•  Practise again with a group to improve your presentation.



•  Deliver your presentation to the class, taking questions at the end.
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This chapter has taught you about talking and listening skills. You have had the chance to use these skills in group discussion, and by giving an individual presentation to your class.


There will be many other times throughout this book when you will work with a partner or in a group to talk about other aspects of your English work. And, in every lesson you ever have in every school subject, you will use your listening skills as you listen to what your teachers are explaining, or to the advice and instructions they give.


Talking and listening are incredibly powerful skills; that’s why we put them first in this book.
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2 Expressive writing



This chapter will teach you about two kinds of expressive writing. Expressive writing is the kind where you bring a lot of yourself into what you write. First, you will work on creative writing, when you will use your imagination to create stories. Then you will learn about personal writing which gives you the opportunity to write about yourself, your life and the things that are important to you.
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