
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Scan the menu to find the answer to the questions on the next page.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Read this blog.  
 
Scan the information to find the answers to the questions.  
 
10th February 2016  

Arriving at the education centre on a blustery day, with its views of the tidy little 

town, I felt a fusion of excitement and fear at returning to education.  

My biggest reason for going back to education was to improve my quality of life.  I 

wanted to learn life skills, improve my reading and writing skills and improve my 

chances of finding a steady job. 

All my life I had lived on or under the breadline, always 

scraping the barrel with no spare money to go on a 

holiday.  My two grown-up kids are at opposite ends 

of the world – one in China and one in the U.S.A. and I 

wanted to have a chance to go and visit them.  This 

was my motivation. 

At first, it took me a while 

to get into the routine of learning. It felt like an extra 

chore that had to be done.  But then, I started to view 

things differently.  I was enjoying the learning, and I had 

made friends with the other students in the group.  

I spent many evenings working at my reading and writing 

skills and I could see the improvements myself.   It felt good and I wanted to keep 

going.  The more I improved, the more I started to love it, looking forward to the 

classes each week and even the homework tasks!  

It wasn’t all perfect.  There were days that I felt like throwing 

my books in the bin!  But I received much support from the 

centre, my tutor, my fellow students and my family.  

I have completed two Level 3 modules now and I’m going to 

keep going.   

For all of you out there going back to education, take heart.  

It’s tough, but it doesn’t stay that way.  

For me, what once seemed like only a pipedream, has turned into a reality, one that 

has opened up new doors for my future.  Returning to education has my 

recommendation!    

 

Posted by Jen McNean 



 

Read this text intensively.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a) See how much you remember without peeking! 
b) Name some main facts from the text. 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 



Look at a book.  It can be fiction or non-fiction.  What information can you get by 
looking at the different parts of the text?  Write some details below.  

a) What is the title of the book?  
____________________________________________________________________ 

b) Is there information on the cover?  If so, what kind of information is it?  
____________________________________________________________________ 

c) Who is the author? 
____________________________________________________________________ 

d) Is there any information about the author?  
___________________________________________________________________ 

e) When was the book published?  
____________________________________________________________________ 

f) Is there a Table of Contents? 
____________________________________________________________________ 

g) Is there an Introduction or Preface?  
____________________________________________________________________ 

h) Is there an Index? 
____________________________________________________________________ 

i) Is there a Glossary? 
____________________________________________________________________ 

j) Has the book been dedicated to anyone? 
___________________________________________________________________ 

k) Are there any acknowledgements? 
____________________________________________________________________ 

l) What is the main idea of the book? 
____________________________________________________________________ 

m) Would you read this book?  Give reasons for your answer. 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 

 

 

 

 

 

 



Assessment Brief 2 

Course:    Communications 
Course Code:   3N0880 
Assessment:   Collection of Work  
Title:    WRITING 
Weighting:   Collection of Work 100%  
 
Guidelines: 

You will be expected to:  

1. Write at least 7 different types of text to include formal and informal 
correspondence, a message, a set of instructions, expressive writing, a learning 
journal and diagram/mind map.  

2. Use drafting, proof reading, spelling and sentence structure that is fit for 
purpose.  

3. Write to support learning. 
4. Interact with others through a range of current electronic and social 

networking technologies.  
 
Assessment criteria 
▪ Writing tasks should be accompanied by evidence of drafting and redrafting, 

where applicable. 
▪ Final written pieces should have fewer than three errors. 
▪ Take appropriate consideration of the benefits and risks of social networking 

technologies.    
▪ Due attention must be paid to punctuation, tense, common spellings, sentence 

structure etc. 
 
Submission date:   
 

Declaration of Authenticity: I confirm that this is my own original work. 
 
Signed:      
 
 
Date:  
 
 

 

 



Proofread the following text.  Make marks on the text.  (See examples of marking 
symbols)  

 

Gandhi 

Gandhi was one of Indias most popular leaders.  He was a lawyer who left his 

job to fight for his peoples' rites against their British rulers.  Gandhi was 

strongly comitted to nonviolence and he was determined to win India's 

freedom by avoiding confrontation. 

gandhi developed a code of action knowed today as civil disobedience. His code 

called for nonviolent non-cooperation to acheive independance. Whenever 

armed British solders came to enforce the ocupation government's laws, 

Gandhi urged his people not to fight. Instead, they stood still, refusing to 

move back or forward and refusing to give into the soldiers.  The british 

usually retreated as they were unwilling 

to shoot the un-armed crowd. But,  in 

the massacre of Amritsar, British 

soldiers killed almost four hundred of 

Gandhi's followers. 

Gandhi and his followers knew that 

nonviolent protests could lead to 

imprisonment and even death, but they 

remained loyal to the independence 

movement until great Britain granted 

the independance of India and Pakistan 

in 1947. 

 

Live as if you were to die tomorrow; learn as if you were to live forever – 

Gandhi 

 

 



Write a set of instructions, with a minimum of 4 
steps in a logical sequence.  This can be hand 
written below or you can type them up and include 
them with your portfolio.  

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 

Write a message below.  The message must be more than 10 words.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Write an expressive piece of writing.  This can be a short story or poem.  Practise 
by writing a poem below, using the template. (You can also work on the one below 
and include this poem as your piece of expressive writing.) 

I am 

Line 1: I am (two special characteristics) 

__________________________________________________________________________ 

Line 2: I wonder (something you are curious about) 

__________________________________________________________________________ 

Line 3: I hear (an imaginary sound) 

__________________________________________________________________________ 

Line 4: I see (an imaginary sight) 

__________________________________________________________________________ 

Line 5: I want (an actual desire) 

__________________________________________________________________________ 

Line 6: I am (repeat line 1) 

__________________________________________________________________________ 

Line 7: I pretend (something you pretend to do) 

__________________________________________________________________________ 

Line 8: I feel (A feeling about something imaginary) 

__________________________________________________________________________ 

Line 9: I touch (an imaginary touch) 

__________________________________________________________________________ 

Line 10: I worry (something that really bothers you) 

__________________________________________________________________________ 

Line 11: I cry (something that makes you very sad) 

__________________________________________________________________________ 

Line 12: I am (repeat line 1) 

__________________________________________________________________________ 



Look at this text.  In which ways could you could improve the message with visual 
aids, colour, text conventions, spacing, layout etc.?  Make rough notes on the text 
below.  
 

 

 



Give 3 examples of effective speaking and listening and identify the factors that 
make communication effective in each case.   
In each example, make reference to at least 4 of these factors, for each example.  
Also, fill in the table below.  

• Purpose of the conversation 

• State of mind/mood of the participants 

• Social status of the participants 

• Formal or informal context 

• Physical context 
Example 1 

 

 


