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Introduction to Study Skills
Dr. Sarwet Rasul
Introduction to the Course
Objectives of the course:

· To provide the students the knowledge of study skills

· To help them know how they are related to their study as a distance learner, and how they can use study skills as tools to perform efficiently in different subjects

· To give them practice in the use of study skills

· To enable them to use these study skills in their academic contexts 

Breakdown of the course contents

· The course contents are divided into 32 lectures or sessions. 

· They are sequenced logically, thus each session leads towards the next. 

· Most of the sessions are complete and independent in themselves. However, since some topics can not be covered in one session, they are extended to two or three sessions. In case a session is a continuation of the previous session/s it is mentioned clearly at the outset of the session.  

Pattern followed in the sessions

· Almost the same pattern of presentation is followed in each session. The topic is introduced, defined and explained at the outset of the lecture. Its significance is addresses. Then the contents of covered under the topic are broken into small pieces of information to be shared. This break down of the session is shared at the beginning of the session. Almost each session has exercises and activities that are included to give the students some hands on practice. Review of the session is presented at the end.   

Preview of the Session

Study Skills

· What are study skills?

· Why the development of study skills is important?

· What are different types of study skills?

· Study skills and distance learning

· Which study skills are important for you?

· How to improve your distance learning study skills?

· What do courses on Study Skills offer?

· Your study Skills Course and its Contents

Introduction to the Term Study Skills
What are study skills? 


Study skills or study strategies are approaches applied to learning. 

· They are generally critical to academic success

· Study skills are generally considered essential for acquiring good grades, and useful for learning in academic as well as other contexts. 

· There is a wide range of study skills, which are involved in the process of organizing and taking in new information, retaining information, or dealing with assessments. 

· In today’s academic context, unlike the traditional approach, these study skills are not left up to the student. Rather these skills are increasingly taught in schools, colleges and universities. 

· A number of books, materials, websites and other resources are available ranging from specific techniques to general guide lines to successful study. 
Study Skills: A Wider Perspective

· In a broader sense any skill which enables, helps or boosts a person's ability to study and pass exams can be termed a study skill.

· This implies that study skills include a wide range of array from time management to stress management, language skills to efficient use of memory, vocabulary development to presentation skills.

· Study Skills are distinct techniques that can be learned, usually in a short time.

· Study skills are and can be applied to almost all fields of study, irrespective of which subject or course you are studying.

· Thus, study skills are to be distinguished from strategies that are specific to a particular field of study. 
Study Skills and Distance Learning

The trend of Distance Learning is increasing day by day. 


[image: image170.png]* By thinking something through and considering all of the options based on
your present knowledge and making an educated guess about what might
be the result of certain actions

* By attempting problem-solving, that is, trying something out to see if it
works and revising the method in the light of the results

* By reading recommended textbooks, details of which are provided by your
course or module tutor(s)




Knowing yourself as a distance learner
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Study Skills for Distance Learners
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Study Skills for Distance Learners

· Study skills for distance learners are very similar to those for classroom learners.  
· Students often take courses through distance education because of the flexibility it offers. As a distance student you may have an extra challenge because you are often juggling your courses, plus other responsibilities such as work and family.
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What do You Generally Find in Study Skills Courses/ Books?

EXAMPLES:

Regis Study Skills Guide   by Walsh, Frank   Reisig, Chris,  International Debate Education 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=International+Debate+Education+Association&f09=publisher&adv.x=1&p00=study+skills" \o "Narrow search to this Publisher" \t "_parent" Association 2008    

· Environment and Concentration in Study

· Organizing Time

· Reading Speed and Comprehension

· Vocabulary and Spelling

· Memory of Details and Factual Information

· Taking Notes

· Participating in Class Discussions

· Taking Tests

· Writing Papers and Essays

· Using Advisors and Counselors

Study Skills Strategies : Your Guide to Critical Thinking   by Lengefeld, Uelaine 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=Crisp%2c+Michael&f09=author&adv.x=1&p00=study+skills" \o "Narrow search to this Author" \t "_parent" Crisp,  Michael Mapson, Ralph. 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=Course+Technology+Crisp&f09=publisher&adv.x=1&p00=study+skills" \o "Narrow search to this Publisher" \t "_parent" Course Technology Crisp 1994

· Time control
· Note taking techniques
· Critical reading skills
· memory training
· Exam strategies
· Mathematics study skills
   Study Skills Guide : Essential Strategies for Smart Students   by Forsyth, Patrick   Connelly, 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=Connelly%2c+Mark&f09=author&adv.x=1&p00=study+skills" \o "Narrow search to this Author" \t "_parent" Mark   Connelly, Jacqueline, 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=Kogan+Page+Ltd.&f09=publisher&adv.x=1&p00=study+skills" \o "Narrow search to this Publisher" \t "_parent" Kogan Page Ltd. 2010 

· Managing your time

· Effective study

· Information gathering and absorption

· Analysis

· Getting support from academic staff and others

· The written word: making it work for you

· Presenting successfully

Studying at a Distance : A Guide for Students (2nd Edition)   by Talbot, Christine J. , Open 

 HYPERLINK "http://site.ebrary.com/lib/fatimajinnah/search.action?p09=Open+University+Press&f09=publisher&adv.x=1&p00=study+skills" \o "Narrow search to this Publisher" \t "_parent" University Press, 2007  

· Preparing for distance learning 

· Know yourself as a learner 

· Practicalities of studying 

· Getting support 

· E-learning 

· Resources for studying

· Reading and note-making

· Essays and written examinations

· Other forms of learning and assessment

·  Doing a research project

Types of Study Skills
(Source: Adapted from www. wikipidea)
Study skills based on memorization
These study skills are based on memorization such as rehearsal and rote learning. 


One of the most basic approaches to learning any information is simply to repeat it by rote. Typically this will include reading over notes or a textbook, and re-writing notes.

Study skills based on Communication skills e.g. reading and listening 


The weakness with rote learning is that it implies a passive reading or listening style. Educators such as John Dewey have argued that students need to learn critical thinking - questioning and weighing up evidence as they learn. This is done through lectures or reading.
Flash Cards are visual cues on cards. These have numerous uses in teaching and learning, but can be used for revision. Students often make their own flash cards, or more detailed index cards - cards designed for filing, often A5 size, on which short summaries are written. Being discrete and separate, they have the advantage of allowing students to re-order them, pick a selection to read over, or choose randomly to for self-testing.
Study skills based on condensing information
Study skills based on condensing information work with summarizing and the use of keywords.

Summary methods vary depending on the topic, but most involve condensing the large amount of information from a course or book into shorter notes. Often these notes are then condensed further into key facts.

Organized summaries: Such as outlines showing keywords and definitions and relations, usually in a tree structure.

Spider diagrams: Using spider diagrams or mind maps can be an effective way of linking concepts together. They can be useful for planning essays and essay responses in exams. These tools can give a visual summary of a topic that preserves its logical structure, with lines used to show how different parts link together.
Some learners are thought to have a visual learning style, and will benefit greatly from taking information from their studies which is often heavily verbal, and using visual techniques to help encode and retain it in memory.

Diagrams are often underrated tools. They can be used to bring all the information together and provide practice reorganizing what has been learned in order to produce something practical and useful. They can also aid the recall of information learned very quickly, particularly if the student made the diagram while studying the information. Pictures can then be transferred to flash cards that are very effective last minute revision tools rather than rereading any written material.
The Black-Red-Green method (developed through the Royal Literary Fund) helps the student to ensure that every aspect of the question posed has been considered, both in exams and essays.The student underlines relevant parts of the question using three separate colors (or some equivalent). BLAck denotes 'BLAtant instructions', i.e. something that clearly must be done; a directive or obvious instruction. REd is a REference Point or REquired input of some kind, usually to do with definitions, terms, cited authors, theory, etc. (either explicitly referred to or strongly implied). GREen denotes GREmlins, which are subtle signals one might easily miss, or a ‘GREEN Light’ that gives a hint on how to proceed, or where to place the emphasis in answers.
Study Skills based on Management and Organization

These study skills are based on Time Management, Organization and Lifestyle Changes.

Often, improvements to the effectiveness of study may be achieved through changes to things unrelated to the study material itself, such as time-management, boosting motivation and avoiding procrastination, and in improvements to sleep and diet.

Time management in study sessions aims to ensure that activities that achieve the greatest benefit are given the greatest focus. A traffic lights system is a simple way of identifying the importance of information, highlighting or underlining information in colours:
· Green: topics to be studied first; important and also simple
· Amber: topics to be studied next; important but time-consuming
· Red: lowest priority; complex and not vital.
Your Course Contents
1. Introduction to Study Skills 

2. Development of Listening Skill

3. Development of Speaking Skill

4. Development of Speaking Skill Part 2 Public Speaking 

5  Development of Reading Skill

6. Development of Reading Skill Part 2

7  Skimming

8  Scanning


9  Reading Comprehension

10 Reading Comprehension Part 2

11 Vocabulary Building

12 Vocabulary Building Part 2

13 Vocabulary Building Part 3

14 Efficient use of Memory

15 Introduction to Development of Writing

16. Sentence Structure

17 Sentence Connectors

18 Use of Articles

19 Punctuation

20 Punctuation Part 2

21 Use of Prepositions

22  Features of Academic Writing

23  Features of Academic Writing Part 2

24  Features of Academic Writing Part 3

25 Sentence Transformation

26 Paragraph Development

27 Types of Paragraph

28  Developing an Outline AND Using a Dictionary

29. Notes Taking 

30  Presentation Skills 

31  Doing Research

32 Managing Distance Learning 

In this course you would study each of these topics in detail. 

Starting Work on Your Study Skills: Understanding Your Needs at the Outset
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Your Motivation to Study
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Qualities you need to have as an Efficient Learner
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Study Skills: What is it that Distance Learners Need More?
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Difficulties that may hinder
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Keeping a Balance: How far you are Satisfied with Your Time Management?
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Activity
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Accessing Information as a Distance Student: 

Judge how do you handle information?


Activity
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A Few More Possibilities
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Study Skill Checklist

Read each statement and consider how it applies to you. If it does apply to you, check Y. If it does not apply to you, check N. The purpose of this inventory is to find out about your own study habits and attitudes.

· 1. Y__ N__ I spend too much time studying for what I am learning.

· 2. Y__ N__ I usually spend hours cramming the night before an exam.

· 3. Y__ N__  If I spend as much time on my social activities as I want to, I don't have enough time left to study, or when I study enough, I don't have time for a social life.

· 4. Y__ N__  I usually try to study with the radio and TV turned on.

· 5. Y__ N__  I can't sit and study for long periods of time without becoming tired or distracted.

· 6. Y__ N__  My study notes are sometimes difficult to understand later.

· 7. Y__ N__  I usually seem to get the wrong material into my notes.

· 8. Y__ N__  I don't review my notes periodically throughout the semester in preparation for tests.

· 9. Y__ N__  When I get to the end of a chapter, I can't remember what I've just read.

· 10. Y__ N__  I don't know how to pick out what is important in the text.

· 11. Y__ N__  I can't keep up with my reading assignments, and then I have to cram the night before a test.

· 12.Y__ N__   I lose a lot of points on essay tests even when I know the material well.

· 13. Y__ N__  I study enough for my test, but when I get there my mind goes blank.

· 14. Y__ N__  I often study in a haphazard, disorganized way under the threat of the next test.

· 15. Y__ N__  I often find myself getting lost in the details of reading and have trouble identifying the main ideas.

· 16. Y__ N__  I rarely change my reading speed in response to the difficulty level of the selection, or my familiarity with the content.

· 17. Y__ N__  I often wish that I could read faster.

· 18. Y__ N__  When my teachers assign papers I feel so overwhelmed that I can't get started.

· 19. Y__ N__  I usually write my papers the night before they are due.

· 20. Y__ N__  I can't seem to organize my thoughts into a paper that makes sense.

If you have answered "yes" to two or more questions in any category, it means you need to work seriously on that area. If you have one or no "yes" in a category, you are good in these areas but you can always improve.  

· Time Scheduling - 1, 2, and 3. 

· Concentration - 4, and 5. 

· Listening & Note taking – 6, 7, and 8. 

· Reading – 9, 10, and 11. 

· Exams – 12, 13, 14, and 15. 

· Reading – 15, 16, and 17. 

· Writing Skills – 18, 19, and 20. 

Adapted from: www.ucc.vt.edu/stdysk/checklis.html
Getting Started: Making your schedule

The value of a schedule

· Before you even begin to think about the process of studying, you must develop a schedule. If you don't have a schedule or plan for studying, then you will not have any way of allocating your valuable time when the unexpected comes up. A good, well thought out schedule can be a lifesaver. It's up to you to learn how to develop a schedule that meets your needs, revise it if necessary, and most important, follow it.

A schedule saves time

· All schedules should be made with the idea that they can be revised. A good schedule keeps you from wandering off course. A good schedule, if properly managed, assigns time where time is needed, but you've got to want to do it!

Making every hour count

· A schedule should take into account every class, laboratory, lecture, social event, and other work in which you engage. There are givens such as classes and so on that have to be incorporated. You must focus on the other "free time" available and how you will use it. Make a weekly schedule and block off the 24 hour day in one hour increments. Indicate times for study, lectures, social, and work time. Also block off a period for sleeping each day. With what is left over, plan time for study. This gives you a rough road map of the time available. Of course, you can revise your schedule as circumstances warrant.

When to study

· The problem of when to study is critical. A good rule of thumb is that studying should be carried out only when you are rested, alert, and have planned for it. Last minute studying just before an exam is usually a waste of time.

· Revising a schedule

· Don't be afraid to revise your schedule. Schedules are really plans for how you intend to use your time. If your schedule doesn't work, revise it. You must understand that your schedule is to help you develop good study habits. Once you have developed them, schedule building becomes easier.


Adapted from: http://www.adprima.com/studyout.htm
Study Space

· Your study space should be as quiet and comfortable as possible. Avoid studying in noisy places such as cafeterias, recreation rooms, or lounges.

· When studying, keep a waste basket handy. 

· Have a consistent place for everything, and above all, keep it there!

· Have everything needed for studying handy beforehand. Don't waste valuable time looking for books, notes, of other information. After you have assembled the items you need, put them where you can reach them easily.


http://www.adprima.com/studyout.htm
Suggestions to help you improve your distance learning skills

Here are some suggestions to help you improve your distance learning skills:

1. Be motivated 

· As a distance student you’ll need to be a self-directed learner. To ensure that you can do this, you need to be highly motivated. The best way to stay sharp is to have a clear goal in mind for what you want to achieve through your education. If you are working toward a degree, your goal may be to finish your degree and change careers.

2. Learn time management
· Time-management skills are essential in distance learning. Before signing up for your distance course, ensure you have enough time to spend on the course. A general rule is to allow two hours of study for every hour of class. For example, if you have 2 hours of class time a week, you should plan to spend about 4 hours studying, approximately 6 hours per week.  Once you know how much time you need to spend, create a schedule. 

3.  Set goals

· A good way to stay on top of your work is to set goals. The more you do now, the easier it will be at the end. Break large tasks down into smaller parts. For example, if you have a paper due at the end of the course, break it down so you do part of it each week. Ensure that you accomplish the goals you set for yourself by the end of each week. When it comes time to pass in the paper, you’ll be glad you did this.

4.  Review your courses

· One great advantage of distance courses is that you are able to view and replay them all or in part as many times as you wish which will allow you to customize your notes and review more challenging information as often as you like. 

………………………………………………………………
DEVELOPMENT OF LISTENING SKILL
This lesson is about “Development of Listening Skill” and it includes:
· What is listening?

· Why listening is important?

· Difference in hearing and listening

· Perspectives on listening

· Human aspects of listening

· Language aspects of listening

· Different listening contexts

· Difficulties in listening

· Listening strategies

Difference between hearing and listening

· Hearing – It is a physical process that is natural and passive.  

· Listening – It is a physical as well as mental process. It is an active, learned process and a skill.

We can define listening as following:

· Listening is the ability to accurately receive messages in the communication process. 

· Listening is the process of recognizing, understanding, and accurately interpreting communicated messages and responding to spoken and / or nonverbal messages.

· We spend a lot of our time listening

· Adults spend an average of 70% of their time engaged in some sort of communication, of this an average of 45% is spent listening compared to 30% speaking, 16% reading and 9% writing. (Adler, R. et al. 2001).

http://www.skillsyouneed.co.uk/
· In fact research suggests that we remember between 25 percent and 50 percent of what we listen to. That means that when you talk to your boss, colleagues, customers or spouse for 10 minutes, they pay attention to less than half of the conversation. This is dismal!

· Turn it around and it reveals that when you are receiving directions or being presented with information, you aren't hearing the whole message either. You hope the important parts are captured in your 25-50 percent, but what if they're not? 

http://www.mindtools.com/

Perspectives on learning to listen

· From people’s perspective

· From Language’s perspective

· Clearly, listening is a skill that we can all benefit from improving. By becoming a better listener, we can add to our productivity. Better listening also adds to our ability to influence, persuade and negotiate. Listening is an important tool of learning as well. Think for a while about its importance in your context of virtual learning

Active Listening

· The way to become a better listener is to practice "active listening." 

· You need to make a conscious effort to hear not only the words that come from the mouth of the person, rather, more importantly, you need to try to understand the complete message being sent by the speaker

· Active listening means listening with attention and carefully.

· Active listening is a focused activity.

· Becoming an Active Listener 
                                      





   http://www.mindtools.com/

· There are five key elements of active listening. They all help you ensure that you receiving what the other person says, and that the other person knows you are listening to him or her:

· 1. Pay Attention 

· 2. Show That You're Listening

· 3. Provide Feedback

· 4. Defer Judgment

· 5. Respond Appropriately

Now let us see these one by one:

· 1. Pay Attention

· Give the speaker your undivided attention, and acknowledge the message. Recognize that non-verbal communication also "speaks" loudly. 

· Look at the speaker directly. 

· Put aside distracting thoughts. 

· Don't mentally prepare a rebuttal! 

· Avoid being distracted by environmental factors. For example, side conversations. 

· "Listen" to the speaker's body language.

· 2. Show That You're Listening

· Use your own body language and gestures to convey your attention. 

· Nod occasionally. 

· Smile and use other facial expressions. 

· Note your posture and make sure it is open and inviting. 

· Encourage the speaker to continue with small verbal comments like yes, and uh hum.

· 3. Provide Feedback

· Our personal filters, assumptions, judgments, and beliefs can distort what we hear. As a listener, your role is to understand what is being said. This may require you to reflect what is being said and ask questions.

· Reflect what has been said by paraphrasing. "What I'm hearing is," and "Sounds like you are saying," are great ways to reflect back. 

· Ask questions to clarify certain points. "What do you mean when you say." "Is this what you mean?" 

· Summarize the speaker's comments periodically. 

· 4. Defer Judgment

· Interrupting is a waste of time. It frustrates the speaker and limits full understanding of the message. 

· Allow the speaker to finish each point before asking questions. 

· Don't interrupt with counter arguments.

· 5. Respond Appropriately

· Active listening is a model for respect and understanding. You are gaining information and perspective. You add nothing by attacking the speaker or otherwise putting him or her down. 

· Be candid, open, and honest in your response. 

· Assert your opinions respectfully. 

· Treat the other person in a way that you think he or she would want to be treated. 

So this was “listening” as a skill from human perspective. Now let us move on to “listening” as a skill from the language perspective. 

· Purposes of listening in Academic context

· We listen to obtain information. 

· We listen to understand. 

· We listen to learn. 

· We listen for enjoyment.

http://www.mindtools.com/

DIFFERENT LISTENING SITUATIONS

· 1. Right now you are listening to me: A virtual lesson

· 2. Just before this you might be listening to something that a family member told

· 3. Or you might have listened to an announcement made from the local mosque

DIFFERENT LISTENING SITUATIONS

Listener is unfamiliar with how certain types of 'spoken text' are presented and organized in the foreign culture


Mustering all pre-knowledge and expectations before listening starts

Being alert to all the clues in the context or situation

· Intensive Listening:

· The widely-used form of listening practice in modern classrooms.
· To pick up and remember a series of important instructions, as in the case of the employee listening to his boss’s orders.
· To listen to a passage with the aim of collecting and organizing the information that it contains.

· How would you listen to your virtual learning lessons?

· Language learning depends on listening. Listening provides the aural input that serves as the basis for language acquisition and enables learners to interact in spoken communication. 

· Language learners need to learn how they can modify their listening behavior to deal with a variety of situations, types of input, and listening purposes. 

· Language learners need to learn which strategy works the best in which context

Top-down Listening Strategies

· We may call these strategies listener based learning strategies

· The listener himself or herself explores background knowledge of the topic

· The listener tries to understand the context, the type of text, and the language. 

· This leads to a set of expectations that help the listener to interpret what he or she listens to. 

· Top-down strategies are:

· listening for the main idea 

· drawing inferences 

· predicting summarizing 

Bottom-up Listening Strategies

· Bottom-up strategies can also be called text based listening strategies
· The main source of information is the text itself
· The text includes sounds, words, and grammar.

 Bottom-up strategies are:

· listening for specific details 
· recognizing cognates 
· recognizing word-order patterns 

………………………..
DEVELOPMENT OF SPEAKING SKILL
Dr. Sarwet Rasul

This lesson includes:

· Introduction to Speaking Skill: What is speaking skill?

· Why is it important?

· General Misconceptions about speaking

· Hindrances in learning good speaking skill

· Speaking a foreign language 

· Speaking English as a foreign language 

· Speaking/ Listening – The inter-relationship

· Components of Speech

· Factors that Affect Oral Delivery

· Pitch

· Speech Rate

· Volume 

· Vocal quality

·  Pronunciation

Introduction to Speaking skill

· One of the most desired communication skill

· One of the most frequently used communication skill

· But one of the most taken for granted communication skill as well

· Basic level speaking skill means ……….

· In our own language, speaking is usually the second language skill that we learn.

· This vocalized form of language usually requires at least one listener. 

· When two or more people speak or talk to each other, the conversation is called a "dialogue". Speech can flow naturally from one person to another in the form of dialogue which is the most frequently used form in daily life.

·  Sometimes we can also plan and rehearse what we want to speak, as in the delivery of a speech or presentation. 

Definition

· Speaking is the productive skill in the oral mode. It, like the other skills, is more complicated than it seems at first and involves more than just pronouncing words. (www.sil.org/lingualinks/languagelearning/ )

·    Importance of speaking skill

· Consider for a while how much of you communicate through this skill in a day

· Think for a while if you do not have this skill. What would you do? How much you would be able to communicate? And, more importantly how much of your communication would be effective? 

· Speaking skill is very crucial to human interaction

· Biggest hindrance

Failing to recognize that speaking is an acquired skill. 

· Effective speakers learn how to speak 

· We can learn it as we learn other skills – Example of driving

SPEAKING A FOREIGN LANGUAGE

· The expectation is not native-like speech. 

· Difference in accent and pronunciation is acceptable 

· Errors are okay. 

· Perfect grammar is not expected. 

· Speaking is probably the language skill that most of the foreign language learners wish to perfect as soon as possible. But, this often proves to be the most difficult to master. 

SPEAKING ENGLISH AS A FOREIGN LANGUAGE

· Expectations 

· Differences 

· Errors

· Grammar 

· How about your speaking skill?

· Speaking/ Listening – The inter-relationship

· Variety in contexts: There are three kinds of speaking/ listening situations in which we find ourselves: 

· interactive,

· partially interactive, and

· non-interactive.

www.sil.org/lingualinks/languagelearning 

Interactive speaking situations include face-to-face conversations and telephone calls, in which we are alternately listening and speaking, and in which we have a chance to ask for clarification, repetition, or slower speech from our conversation partner. 

· Some speaking situations are partially interactive, such as when giving a speech to a live audience, where the convention is that the audience does not interrupt the speech. The speaker nevertheless can see the audience and judge from the expressions on their faces and body language whether or not he or she is being understood.

· Very few speaking situations may be totally non-interactive, such as when recording a speech for a radio broadcast.

www.sil.org/lingualinks/languagelearning 

Components of Speech: Basic Six Elements Involved

· Extemporaneous / Impromptu: Spoken without advance preparation, Prompted by the occasion rather than being planned before hand or in advance. Spoken, performed, done, or composed with little or no preparation

· Memorization

· Reading

· Degrees of Formality

· Speaking can be formal or informal

· Informal speaking is typically used with family and friends, or people you know well. 

· Formal speaking occurs in business or academic situations, or when meeting people for the first time. 

Factors that Affect Oral Delivery

1. Pitch

2. Speech Rate 

3. Volume

4. Vocal quality 

5. Pronunciation
Pitch of your voice
· It is that property of voice which we call pitch is determined by the rate of vibration of the vocal cords. 

· As a general rule the greater the number of vibrations per second, the higher the pitch. 

· Now how the rate of vibration is determined? It is determined by the length and thickness of the vocal cords and by the tightening or relaxation of these cords. 

· Normally, women's voices are pitched higher than men's.

· Reason: Women's vocal cords are shorter as compared to men. Among individuals of each sex there are wide variations due to difference in physical structure. 

· Key factor for us to remember as speakers is that the pitch of our voices is partly determined by nature, but is not entirely beyond our control. 

Inflection of Pitch
· Inflection is a change of pitch. 

· Naturally we do not speak on one pitch level alone. 

· The voice slides up and down the scale as we express various shades of thought and feeling. 

· Generally an upward slide or inflection expresses a question or an uncompleted thought

· Generally a downward inflection expresses a completed thought. 

· If somebody’s voice never rises or falls, and he or she drones on and on in the same monotone, the listener very soon loses interest in what he or she is saying. 

· The voice that holds your attention conveys emotion and interest by change of pitch or inflection. 

· What about Urdu and English?

Speech Rate: What is speech rate?

· The Ideal Rate of Speech: 90-140 words per minute or 140 to 160 words per minute.
· There is some variance to the acceptable rate of speech depending on the geographical area in which you reside.  

· If your rate of speech is ideal, then there is an effective communication. Otherwise the speaker either may have to repeat himself/ herself, or some information gets ignored. 

· Young children and old people may also process information more slowly so their rate of speech can be lower than the ideal rate of speech.

· If the rate of speech is faster the listener may miss out the information given by the speaker.

What is your rate of speech?

· The rate of speech that we use in normal conversation affects our fluency rating.  If you are a speaker with excellent command of the English language, you are more likely to speak to quickly compared to the speaker who is still learning the language and speaks more slowly to find the right words, carefully considering pronunciation.  

· If a speaker is too slow, speech sounds labored, broken up and is difficult to listen to.  On the opposite end, when the rate of speech is too fast, the listener can’t comprehend the content or understand the speaker.  

· A normal rate of speech benefits the speaker in enormous ways: pronunciation is easier, intonation and stress are appropriate and pauses can easily be inserted.    

· If you have good pronunciation, you may be able to speak at the faster end of the normal range.  But, slower speech will benefit you in a variety of ways especially if you are mispronouncing vowels and consonants.  It allows more time to lengthen your vowels and add stress and pitch changes.  And again, the sound of your voice and the resonance dramatically improves, too.

· Finally, the rate you choose to adopt may depend upon the setting in which you’ll be speaking, the difficulty of material and the audience you are speaking to.  

www.clearly-speaking.com 

Volume

· Do you ever struggle to make yourself heard?

· Do people ask you to repeat yourself? 

· How can volume affect your speech? 

· Vocal quality

· It is more of a natural gift

· It plays an important role in communicating emotion, mood and attitude

Pronunciation 
It is the ability to use the correct stress, rhythm and intonation of a word in a spoken discourse. A word can be spoken in different ways by different individuals or groups. It depends on many factors which include the area in which they grew up, the area in which they now live, if they have a  speech or  voice disorder, their ethnic identity, their  social class, and their education.

References : 
· Beech, John R.; Harding, Leonora; Hilton-Jones, Diana (1993). Assessment in speech and language therapy. CUP Archive. p. 55. 

· ^Labov, William (2003). "Some Sociolinguistic Principles". In Paulston, Christina Bratt; Tucker, G. Richard. Sociolinguistics: the essential readings. Wiley-Blackwell. pp. 234–250. 

………………………..
DEVELOPMENT OF SPEAKING SKILL –Part 2
DR. SARWET RASUL
This lesson deals with the topic “Public Speaking”.
Public  speaking  skill  is:
· The ability or art of grasping and holding on to people’s attention through speech is called public speaking.

·  Public speaking is the process of speaking to a group of people in a structured, deliberate manner

· A public speaker intends to inform, influence, or entertain the listeners.

Public speaking can be:
· To inform

· To persuade

· To entertain

· To motivate

· To influence 

· Public Speaking Skill for students 
· Responding and participating in the classroom interaction

· To agree

· To disagree

· To give opinion

· To substantiate

· To explain

· To compare

· Classroom Presentations

· Project Presentations

· Thesis Defense
· Later on in practical life  

7 P Approach to Public Speaking

· 1. Purpose: 
Why are you speaking? 



       
What do you want your audience to know, think, believe, 


or do as a result of your presentation?

· 2. People: 
Who is your audience? 




What are their characteristics?




What are their skills, opinions, and behaviors? 

All these are going to affect you and your speaking choices.

· 3. Place: 
Why are you speaking to a particular group at a 




particular place? 




How can you plan and adapt to the logistics of this 




place?




How can you use visual aids to help you achieve your purpose?

· 4. Preparation:  What pre-hand preparation do you need?

Where and how can you find needed ideas, information, 

            material etc. for you? 



What is the type, quantity and quality of supporting materials that you need, and where would you find them?

· 5. Planning: 
Is there or should there be a natural order to the ideas and 




information you want to present? 

                           What are the most effective and efficient ways to organize




your speech?




How would you adapt it to the purpose, people, place of 







your speech?

· 6. Personality:
 How do you establish a link with the audience?




How do you associate yourself positively to your message?




What would you do to demonstrate your competence?




How would you have an impact on the audience?

· 7. Performance: What form of delivery is best suited to the 





purpose of your speech?





What delivery mode will suit you the best?





What techniques will suit your presentation the best?

The Role of Practice in Public Speaking
Organizing Public Speaking

The essence of organizing an idea is actually very simple:

· Make a point. 

· Explain it. 

· Support it. 

· Conclude it. 

Organizing a presentation then becomes a matter of developing connections between the ideas that you have already organized 

How to tell?

· ''First you tell them what you're going to tell them. Then you tell them. Then you tell them what you told them.'' (Rafe, 1990)

· Remember the purposes of public speaking include:
· To inform

· To persuade

· To entertain

· To motivate

· To influence

Informative and Persuasive Speaking

How to manage?

Purpose of Informative Speaking

· Purpose is to give some information

· Informative speaking focuses on making an idea clear.

· It can be about a process, policy, rule or concept. 

Purpose of Persuasive Speaking

· The purpose is to convince

· Persuasive speaking deals with gaining willing acceptance to your central thesis.

·  One must be more creative, thoughtful and motivating while delivering message in persuasive tone”. 

Tactics for informative speaking

· Using directness 

· Immediately identify the situation.

  Positive situations vs. Negative situations

· Tell the operational messages (policies, directions, procedures) orderly and clearly.

· Use illustrations, figures, graphs etc. for better  understanding

· Logically arranging the information.

·  Choosing the right tone. 

Subject: Damaged condition of  fire extinguishers on arrival.

· Offering an alternative solution.

  If someone wants to hold an event on your company ground

  
If someone wants an information that you can not give
  
If you can not give your time and service
· Ending on a positive note.

 I would be grateful if you could get the new merchandise to me in time for my Friday sale. 
Tactics for persuasive speaking

Tell in an indirect tone……the opening sets strategy and gains attention.

Examples:

What in your opinion as a medical doctor is the future of the private practice of medicine?
While you and I dined heartily last night, 31 orphans at Edhi center had only dried beans to eat.

Search for common ground.

Insert praise for the organization.

Mention names of colleagues or friends you have worked in the past.

Tone is your speech

· Motivate by tangible or intangible rewards.

· Be positive…..don’t use negative tone.

· Make it stylistically and visually interesting and attractive.

·  Refusing positively, suggesting courteously.
·  Avoid anger.

    Examples:  I can not understand your negligence.

    

 Your careless attitude has caused us a great loss.

   

 We will not tolerate this condition.

· Closing with good will.

· Avoid ending with old, negative apologies:

Again may I say that I regret that we must refuse.

I sincerely hope that you understand why we must make this decision.

· End with a pleasant off subject comment.

· Offer assurance and  appreciate the reader as a customer or inquirer.

· Invite future patronage, cooperation, suggestions or compliance with the decision.

For Example: Let us know if you have any further problems.

Kinds of informative and persuasive speaking

Reports

Goodwill

Briefings 

Instructions

Policy 

Procedure

Fact

Value 

Claim

Request

Inquiry    etc.

Audience analysis

· Knowledge about the topic

· Level of comprehending

· Attitude , interest, background.

· The degree of agreeing or disagreeing to a point.

Selecting supports for your speech

· Examples 

· Illustrations

· Statistics

· Quotations

· Comparisons

· definitions

Strategies for an effective non-verbal delivery

· Posture 

· Movement

· Gestures

· Facial expressions

· Appearance

How to Maintain Attention 

Mind over matter

Tell the story

Use imagery and metaphors

Employ quotations, facts and statistics

Vary vocal pace, tone and volume

Punctuate words with attention

Analyse audience, connect and interact with them

Q: How to overcome fear of public speaking?
Answer: “Failing to prepare is preparing for failure” So, prepare yourself to face people. Also do the following:
·   Rehearse your talk

·   Pre-check any equipment you’ll need

·   Take an object with you

·    Breath deeply and slowly before speaking

·    Move during the speech

Q: How Are You Doing? And, how to use audience feedback?
Reach as many of the audience as possible

Notice body language

Respond to audience questions

Handle unexpected issues smoothly

12 Signs that Audience is not Listening

Start to look down

Touch or rub the face, hand or hair                        

Eyes glaze over and look at the screen

Fidget

Yawn

Flip through their notes

Make copious notes

Sigh heavily                                                                        

Lie back in the chair and cross their arms

Scan across the room

Whisper

Tap their feet

Dos of Style

· Craft an introduction

· Go with soft skills

· Extending courtesy (e.g, thanking the audience for the opportunity to speak, tactfully handling the interruptions etc.) shows an awareness of others and establishes the speaker as a caring person

Don’ts of style
Don’t hide behind podium

Don’t abuse the word “and”

Don’t overlook time constraint

Don’t distract from the topic 

Don’t confuse enthusiasm with loudness 

Don’t talk down to the other person

Don’t take negative responses personally 

……………………………….
DEVELOPMENT OF READING SKILL

Dr. Sarwet Rasul

Introduction to Reading Skill
· What is reading?

· Importance of reading in the modern world

· Things we read

·  Reasons for reading

· Varied needs of readers

· The reading process

· Definition of Reading Skills 

· Reading sub-skills and strategies

· Important Reading sub-skills and habits

What is Reading?


“Reading is more than seeing words clearly, more than pronouncing words correctly, more than recognizing the meaning of isolated words. Reading requires to think, feel and imagine.”





Rapid Reading Made Simple




Wainwrght .G.R (1979)

Importance of Reading in the Modern World
    
New methods of copying and printing have not only added to the bulk of books, magazines, newspapers, journals, reports
but have also made possible the flood of information about every conceivable topic under the sun and beyond it. The expression of printing has consequently added to the importance of reading in the modern world. Not only in the field of education but also in the entire walks of life one has to read a great deal. 

Scope of Reading in our Lives

· Reading is the best utilization of leisure time. 

· Reading may be one of the inexhaustible pleasures. But the importance of reading is not restricted to the rewarding of leisure time.

· It offers much more than mere entertainment. 

· It provides an individual the opportunity to expand his or her horizons by helping him or her to identify, extend and explain deeper understandings of the self, of other human beings, and of the world.

IF YOU WANT TO LIVE MORE THAN ONE LIVES READ

Things we read
· Novels, short stories, fiction 

· Non-fiction, textbooks, travel books, encyclopedias 

· Newspapers, journals, magazines, maps, directories, dictionaries 

· Forms, applications, questionnaires 

· Brochures, catalogues, hoardings, advertisements, notices, labels, posters, displays at airports, stations, etc. 

· Letters, reports, proposals

· Purpose of reading

· For specific information 

· To pass an exam 

· To pass time 

· To know details of something 

· To have an overall idea 

· For having a general idea 

orelt.col.org/module/unit/3-reading-efficiently-sub-skills-reading 

· More Reasons: After All Why Do We Read?

· To comprehend the main idea

· To follow directions

· To increase general fund of knowledge

· To solve a particular problem

· To form an opinion 

· To check or verify certain facts

· To appreciate the view point of others.

· To predict an outcome.

· To criticize, summarize or review

· To enjoy the pure music of words

Leedy, P.D. (1956:161)

· Varied needs of readers…

· A lawyer needs the ability to read well, to skim through an article, pick out important ideas and make deductions from passages.
· A worker in a factory requires the reading skill to read and understand the basic rules, safety signs and changes in regulations etc.
· A student needs to read …

Reading efficiently means what?


[image: image24]
Images for reading skills 

Efficient Reading Means:  Understanding pages of print accurately, rapidly and enjoyably. 


Rapid Reading Made Simple (1976)
Definition of Reading Skills

   Reading skills are specific abilities which enable a reader  

· to read the written form as meaningful language 

· to read anything written with independence, comprehension and fluency, and 

· to mentally interact with the message. 

Reading sub-skills and strategies

· 1. prediction

· 2. skim reading

· 3. gist reading

· 4. scan reading

· 5. intensive reading

· 6. inferring meaning

· 7. extensive reading

Important reading sub-skills and habits

1

Reading for Thought – Telegraphic Reading

2

Reading with Purpose 

3 

Analysis of Paragraphs

4

Interpretation of Title

5

Visual Aids
6

Recognition of Punctuation 
7 

Skimming

8

Scanning

9

Efficient use of Memory

10 
  
Eye-span

11

Avoidance of Regressions

12

Avoidance of finger pointing and sub-vocalization

13

Reviewing

14
   
Critical reading


1. READING FOR THOUGHT-TELEGRAPHIC READING
· A good and efficient reader must develop a habit of distilling and extracting from the words, the nugget of thought, which the author is trying to express. 

· In this connection telegraphic reading is helpful. 

· A telegraphic reader sees all the words but his or her brain learns to disregard all of them, except the key words and word combinations, which give him or her the thought of the author. 
For instance following are three sentences:
·  1. It rains.

· 2. It is raining at this moment.

· 3. The clouds have opened, and their showers are watering the parched earth.
Each sentence is expressing the same thought that “it rains". And. it depends upon the reader how he picks up the words from each sentence that reflect the thought of the author. 

The clouds have opened, and their showers are watering the parched earth.
So, instead of getting the habit of trying to see and digest, comprehend and retain every word that meets the eyes, a reader should form the more efficient habit of selecting the words which convey the thought clearly and economically. 
The reader must remember: 


Sometimes rules of structure in writing require more than a telegraphic representation of thought by the author. But, a reader is free to use the telegraphic reading technique to read efficiently and quickly.
Telegraphic Reading: EXAMPLE OF A PARAGRAPH
Before taking a start as a telegraphic reader look at the following paragraphs:
“Every book has skeleton hidden between boards. Find it. Book comes with flesh and clothes. All dressed. Not asking you to be impolite or cruel. Do not undress it or tear flesh to get at structure. Read with x-rays eyes, essential part of first apprehension to grasp structure”. 


[image: image25.emf]Now look at the real paragraph


2: READING WITH PURPOSE
· In general, impatience is one of the worst weaknesses among readers. 

· The sight of black print on a white page incites in a reader an immediate and irrepressible desire to begin reading. 

· Such a reader takes no forethought, nor does he or she analyze his or her aim or purpose in reading.

· If you know the purpose of your reading t adds to the reading efficiency

· We do not just read. 

· We read always for a particular purpose. 

· Probably no type of reading illustrates quite so well the various purposes for which we read than does the reading of newspaper. 

· While reading newspaper, the purpose for reading - to extract information, to get facts, to form opinions or to get delight etc.- changes almost as rapidly as the reader moves from column to column or news to news. 

· To fore-think and pre-decide the purpose of reading is a good habit as it enables the reader to select the appropriate reading methods, which will best achieve that purpose.

3: ANALYSIS OF PARAGRAPHS

· Having an eye for paragraphs is very important for a reader.

· It is one of the first signs that you really know what to do with your reading material.

· People never notice paragraphs while reading whereas paragraphs are placed there to make reading easier for them. 

· Paragraphs are units of writing and within a paragraph there is usually one sentence, which states clearly the main thought of paragraph. This is commonly called the 'topic' sentence. 

· ANALYSIS OF PARAGRAPHS

In order to crack a paragraph a reader should develop the habit of:
· i. 
Looking for the noun or pronoun that dominates the paragraph.

· ii. 
After finding the dominant noun, locate the sentence within the paragraph that makes the most generalized statement about this noun. That sentence will be topic sentence. 
· An efficient reader must also develop the habit of noticing the size of paragraphs while reading a printed page. 

· These are the cells of thought within the body of the text. Each of these paragraph units represents a basic structure. Each according to its form, will determine what the characteristics of the corporate whole will be.

· If the paragraphs are large and apparently well developed, one might expect that the author will present a main thought and then will expand and elaborate it, exploring all of its implications. 

· But, if the paragraphs are shorter, squat and skimpy the thought is skimpy, meager, thin and certainly not so well developed. Thus, if a reader develops the habit of sizing up the paragraph he can know how the author will spread his thought upon the page.

· How do you know that the sentence that you select really is the topic sentence?

· There is a very simple way of checking.

· Read the sentence that you think is the topic sentence.

· Then immediately ask the question, “What does that mean?”

· Read each of the remaining sentences of the paragraph, but preface the reading of each one with the words, “It means that …..?

· Follow the reading of each sentence by re-reading the main sentence. By doing so you will discover the relationship that every other sentence in the paragraph has to the topic sentence.

· Apply this technique on the following paragraph 

    “Man has always had tendency to make himself comfortable. (What does it mean? It means that ……) This inclination is man’s nature is first seen in the earliest records of the care (Because …. Man has always had a tendency to make himself comfortable.) Man learned to use fire, and in so doing he found a substitute for the warmth of the Sun. (Because …Man has always had tendency to make himself comfortable.) The same proclivity to become comfortable led him to warp himself in the skins of animals. (Because ………….”)
Reading improvements for Adults Leedy, P. D. 

4: TITLE
· The author puts a title at the head of what s/he writes to tell the reader something: what the entire price is all about. 

· In a few words the writer presents for the reader the whole domain of what he or she is going to read.

· By developing a habit of exploring the focal point of the author's thinking by means of title, a reader can explore a piece of writing more effectively.

· While looking at the title one should think of its implications. 

· Attention must be focused on the most important word in the title. For instance if there is an essay on The Responsibilities of a God Citizen an efficient reader will be able to determine the focal point of the essay by means of the title. The essay is primarily about the 'responsibilities' not a 'good citizen'.

· Be careful: Some authors use titles merely as red flags to attract the attention of the reader.

5:  VISUAL AIDS
·  Reading matter is usually illustrated with different types of      graphic aids. 
· Pictures, maps, graphs, drawings or diagrams are sometimes literally worth a thousand words. They present a wealth of material at a single glance and often without reading a single word.

· In each graphic portrayal information of some sort is being spread before the eyes of the reader. The habit of the casting a glance at the visual aids in connection with a cursory inspection of the text can give the reader much advance information on the ideas and thought areas that lie within the text.

………………………………………………..
DEVELOPMENT OF READING SKILL- PART 2
DR. SARWET RASUL
This lesson is a continuation of the previous topic.
6: RECOGNITION OF PUNCTUATION

· Exclamation points, periods, colons, semicolons, dashes, commas and brackets- all the punctuation marks regulate the speed of reading and an efficient reader is always conscious of punctuation as an aid while reading a printed page.

· 7: SKIMMING
· Skimming is another useful habit - a tool to efficient reading. An efficient reader can use skimming as a means of shifting out that to which he needs to give only cursory attention and that which he may wish to consider at greater length and with more care.

· Contrary to the popular notion, skimming is not just glancing down the page... Instead, it is a well defined reading skill.

· It is a highly selective process of looking at a page so that the reader is able to survey and inspect the topographical features.

· A trained reader always skims to a slight degree by practically ignoring, unimportant, linking words-words like the, a , for with to, on, it. etc. 

· But the other degrees of skimming-partial and complete are used if the material lends itself to such skimming. 

· In complete skimming the reader is concerned only with the main idea while in partial skimming he picks up the significant relative details also. 

   “To skim milk, you take the cream, the richest part, of the top of the bottle ...To skim reading material, you extract the important parts....the main points......where you find them which is not necessarily at the top."
How to read better and faster (1966:254)

8: SCANNING
· Scanning means finding facts quickly or looking very quickly over a piece of reading matter to find the answer to a specific question.

· Scanning is used to find a name, a date, some statistical information or other facts.

· While scanning an efficient reader lets his eyes run rapidly over several lines of print at a time and keeps in his or her mind only the item he/she is looking for while neglecting all other facts or details.

· What is the use of scanning in your life?

9: EFFICIENT USE OF MEMORY

· Memory is not some gift of fortune; rather a skill that can be developed, like reading itself. So, those people who feel that much of that they read flies away as soon as their eyes leave the print, actually do not know the art of using memory.

· Remembering is a discriminative process based upon an evaluation of what is most worthwhile. 

· So, instead of trying to digest and memorize all the material a reader should develop the habit of picking up important facts and key words to be remembered.

10: EYE-SPAN
· To be a good reader one must develop the habit of controlling his or her  eye movement as well as broaden the eye span. 

· Contrary to the common notion, that while reading eyes glide smoothly over each line, they travel in little skips and jumps: a dart. a pause, a dart a pause as shown in the following diagram: 


[image: image26]
(Read Well and Remember by Webester, Owen)
· These "pauses" or "fixations" take up most of the time while reading, and as each pause may last from one-fifth to one-and-a-half seconds. 

· Improvement in reading speed is possible by spending less time on each fixation and by lessening the number of pauses while reading line of print.

· In fact as children many of us learn to read word by word. By practice, however, the eyes can scoop up a whole group of words at a time and then leap to the next group of words, thus reading time is cut to a friction and fatigue is lessened. Following is the diagram of an efficient reader's eye movements:


[image: image27]
11: AVOIDANCE OF REGRESSIONS

· One of the commonest faults of all but the most capable readers is that of frequent and conclusive, regressions. 

· 
Problem of regressions is also related to the eye- movement. While reading, inefficient reader habitually skips back to the previously read words and   phrases.

·        Owen Webester observes in Read Well and Remember that to go back a few paragraphs deliberately, to compare or to check something, which has been misunderstood, is not a fault. Fault lies in the uncontrolled, habitual, unconscious backward movement of the eyes.

· Here is the difference between the eye movement of a normal reader and a poor reader as under:


[image: image28]
12: AVOIDANCE OF FINGER POINTING AND SUB-VOCALISATION

     
Planting finger firmly under the words in childhood later-on turns into a habit. The reader feels that his finger serves as a pointer to guide his eyes to the printed page. This bad habit can be cured by awareness and conscious effort.

· Another major reading problem is what is called "sub-vocalisation"- the tendency of a reader to mouth words s/he is reading. 

· It is a product of the way in which children are thought to read usually by the phonetic method or the look-and-say method. 

· According to Buzan T. (1982:33) generally sub-vocalisation should be avoided, however, it can be utilized sometimes to aid the memory to remember important facts or words.

13: REVIEWING
 Reviewing or summing up the facts and thoughts at the end of reading a printed material  is another good habit that helps a reader in further reading.

· It also improves remembering what you have read.

· How far do you find it relevant to your academic reading?

· By the way I sum up for you the main points at the end of each session.

14: CRITICAL READING
"All the training in reading that schools and colleges offer and all the practice in various reading skills have one basic purpose-to prepare the reader for critical reading- the ability to read with analysis judgment".
The Art of Efficient Reading, SpacheG.D. and BurgP.C. (p 120) 

· A good reader has his eyes wide open for subtle nuances of meaning, for implications that lurk behind the words, and for the author's motive.

· He or she also tends to know what inference is suggested by the tone, choice of words and style of the author; and ultimately he or she judges the accuracy of the writer's conclusions.

· Despite the ever- increasing flood of printed material, it is a fact that the mystery of printed paper is solved properly and efficiently by a few only. 

· Majority consists of non- readers. And, those who read to them most of the time reading is boring, laborious and undesirable.

· Efficient and topflight readers are not born; they are made. 

· And into making of a good reader goes not only a lot of persistence, sincerity and willingness, but also the development of certain reading habits. 

· An efficient reader develops certain habits and acquires particular skills/ sub-skills which he or she uses to suit his or her needs, and which he or she is able to adapt according to the nature and complexity of the printed material that is to be read. 
· Interpretation of the idea of the author is dependant upon the acquisition of certain sub-skills and the establishing of desirable habits on the part of the reader.
· These sub-skills and good reading habits make reading more rewarding, meaningful and enjoyable.

……………………………………………
SKIMMING

Dr. Sarwet Rasul

Reading in our lives… 

· In everyday life, we have to read many texts ranging from books, newspapers, pamphlets, journals to e-mails.

· Students have to read more in order to understand the syllabus.

· Whether reading is done for academic or non-academic purposes, it requires certain skills to get desired information. 

Review of the Previous lesson

Important reading sub-skills and habits
1

Reading for Thought – Telegraphic Reading

2

Reading with Purpose 

3 

Analysis of Paragraphs

4

Interpretation of Title

5

Visual Aids
6

Recognition of Punctuation
7

Skimming

8

Scanning

9

Efficient use of Memory

10                Eye-span

11

Avoidance of Regressions

12

Avoidance of finger pointing and sub-vocalization

13

Reviewing

14
    Critical reading


Moving further! 

· Many times it is impossible to read the whole text due to various reasons.

· Most of the times, of course, reason is shortage of time

· What other reasons do you have very often?

· Anyways, in such situations there are certain techniques that come to help. There are certain reading skills that are employed by readers in order to get the desired information from text.

These skills include:


· Skimming - running the eyes over quickly, to get the gist 

· Scanning - looking for a particular piece of information 

· Extensive reading - longer texts for pleasure and needing global understanding 

· Intensive reading - shorter texts, extracting specific information, accurate reading for detail. 

 


     


 (http://www.learningtolearn.group.shef.ac.uk/read/read_difkind_task.html)

As far as SKIMMING is concerned, we need to explore 
· What is Skimming?

· Do you belong to a village? 

Or 

· Do you have some experience of rural life?

· Generally speaking skimming refers to removing the thickest layer of milk to cut off its fats.

· Skimming as a Reading Skill

· In academics, skimming is a reading (sub-)skill in which a reader quickly goes through a text in order to get the gist and general idea or information.

Some Definitions of  Skimming

· When we read quickly without pausing to study the details, it is called skim reading or skimming.





   (Konar, 2009: p.154)

· Skimming is reading the text quickly in order to assess its nature and content.








      (Kumar, 2009: p.1)

· When we skim an article, we quickly look over it to identify the main ideas and some of the details.






        (Rief and Heimburge, 2007: p.72)

· While skimming, “you pick out only key words in every sentence”.








     (Kui, 2008: p.200)

· Skimming is a pre-reading technique and should be done very fast; if it takes more than a few minutes you’re not skimming, you’re reading. 










    (Glasman-Deal, 2010: p.13)

SKIMMING is
· A tool to efficient reading

· A means of shifting out that to which s/he needs to give only cursory attention and that which s/he may wish to consider at greater length and with more care.

· Contrary to the popular notion, skimming is not just glancing down the page... Instead, a highly selective process of looking at a page so that the reader is able to survey and inspect the topographical features.

· Skimming in Everyday Life

· When we are looking at a newspaper, we are actually skimming. We do not read every word-instead we skim it to get a general idea of what the main articles are about. We might use the headlines, photographs, and captions to help us decide if we want to delve further into a particular article or skip it and search further. 






        (Rief and Heimburge, 2007: p.72)

· Can you think of a few more instances of the use of skimming in your daily life?

Concluding on the definition of skimming, I would say: 

Your aim when you skim through a text is to find out quickly what it is about and where the various pieces of information are located so that you can read it faster and more confidently.                           


(Glasman-Deal, 2009, p.13)

Difference between Skimming and Scanning


Skimming differs from scanning (In scanning you look for a particular information, such as a name or a number)— here (in skimming) you are trying to get an overview of what a book or article is about and its possible value to you. Skimming is often useful when you have a specific task to carry out, such as finding additional information for an assignment. You look at chapter or section headings, or some paragraphs to quickly assess their relevance, or some figures and tables. After you have skimmed a text, you should have a reasonably good idea if it is likely to be helpful for your particular needs at that time.

   

      (Murphy, Baker, Sharman, Vermeer and Hall, 2006: p 30)

Degrees of Skimming

· Slight: By practically ignoring unimportant, linking words-words like the, a , for with to, on, it. etc.

· Partial: By picking up the significant relative details also. 

· Complete: By being concerned only with the main idea.

Types of skimming

· Skimming to overview-the purpose of this method is to get  an outline of what the material is about. You will be looking more at structure than content. 

· Skimming to preview-this is used when you know you are going to re-read the material. Your purpose is to gather as much background information as you can on the subject without too much time on it.

· Skimming to review-you would use this method when you have already read the material and your purpose is to re-familiarize yourself with the content.


(Konstant, 2003: p.35)

Purpose of Skimming

· Simply to see what the text is about

· Glancing through the text to find the gist

· To satisfy a general curiosity

· Not to find answers to particular questions

· To summarize longer texts

Skimming Helps


     Skimming helps to understand

· Overall purpose 

· Central idea

· Organizational pattern

· Main points

· Author’s intention-to describe, narrate, report, explain, discuss etc

      



 (http://www.authorstream.com/Presentation/aSGuest57800-455276-skimming-and-scanning/)

Benefits of Skimming

·   Researches show that when we read faster, our comprehension increases. The word-to-word reader generally fails to grasp the meaning of sentences or paragraphs.

· Skimming and scanning methods of reading save time. 

  (Bhardwaj, 2008: p.196)

Check your comprehension

    
(1) Skimming is helpful when one needs to know the ____ sense or the ____ ideas of a text.
(2) Skimming is helpful when there are ____ amounts of reading and ____ time to review it in detail.
(3) Skimming is helpful when you want to know whether you should read a book ____ or in ____ detail.
(4) Skimming is helpful when one needs to check whether a text is ____ to one’s research.

Check your comprehension: Solved

(1) Skimming is helpful when one needs to know the overall sense or the main ideas of a text.
(2) Skimming is helpful when there are large amounts of reading and limited time to review it in detail.
(3) Skimming is helpful when you want to know whether you should read a book at all or in more detail.
(4) Skimming is helpful when one needs to know whether a text is relevant to one’s research.

How to skim?


To skim well, push your eyes along so that it takes in large blocks of words. In general, ignore everything but the nouns and verbs. Skimming is really no different from speed reading, except that skimming is a searching-out operation. Its three components are: 

    (a) rapid reading; 

    (b) un-wandering attention; and 

    (c) keeping in mind what you’re looking for

       (Kesselman-Turkel, 2003: p.42-43)

How to Skim?

· Eye for paragraph is the key

· First sentence

· All other statements Justify

· Exemplify

· Explain

· describe

· If not, last sentence

· If not, what to do?
In a book, glance at the preface. That’s where the author usually states what the book is about. Likewise, the afterword often recounts the author’s major ideas. Look up your research subject in the index of the book. Frequently you can tell from the number of pages devoted to the subject whether or not the book is likely to be useful. For instance, if you are looking in an English history book for information on Jack Sheppard, the eighteenth-century criminal, and see from its index that it contains only one page about him, you probably should move on to another source. (Winkler and Metherell, 2010: p.60) 

· Read the chapter headings. Often they reveal what each chapter is about. Subheadings also can tell you a lot about the major ideas in a book.

· Read the first and last two sentences in a paragraph to find out what information it contains. Generally the main idea of a paragraph is stated in its initial sentences and summed up in its final sentences.

· Glance at the opening paragraph of an article, essay, or book chapter. Often the author’s thesis is stated in the first paragraph or two. 

 
(Winkler and Metherell, 2010: p.61)

Recapture: Techniques of Skimming


· Read the title-it is the shortest possible summary of the content

· Read the introduction or lead-in paragraph

· Read the first paragraph completely

· If there are subheadings, read each one, looking for relationship among them

· Read the first sentence of each remaining paragraph

     a)
the main idea of most paragraphs appears in the first sentence

     b) if the author’s pattern is to begin with a question or anecdote, you may find the last sentence more valuable.






              (http://www.aacc.edu/tutoring/file/skimming.pdf)

· Since you don't know exactly what you are looking for while skimming, prepare yourself by reading the title, source, author, and picture: then you question yourself, -- who, what, when, where is this likely to be mainly about?

· With a questioning mind you direct your eyes down the column of print, or in a zig-zag, if the lines are quite long. 

· Look for exact names of people, places, things, ideas, numbers, and words like therefore, whenever, until, because, and instead, to clue you to how and why.      



       
  (http://www.academictips.org/acad/skimming.html)

A Few more Tips

Dip into the text looking for:

· a. clue words that answer who, what, when, why, how

· b. proper nouns

· c. unusual words, especially if capitalized

· d. enumerations

· e. qualifying adjectives (best, worst, most, etc)

· f. typographical cues—italics, boldface, underlining, asterisks, etc






         (http://www.aacc.edu/tutoring/file/skimming.pdf)

· Advantages of Skimming


     Skimming helps in several ways. For example, it helps you understand,

· who the audience is, whether the text is written for professionals, laymen, a particular target group, or the general public;

· what kind of text it is, whether it is a report, letter, article, or the like;

· the purpose of the author, whether it is to describe, inform, or entertain; and

· the general context of the text 








  (Konar, 2009: p.154)

Disadvantages of Skimming

Skimming a book, article or webpage only gives the reader a general idea of its contents. Nuances, vital details and caveats are easily missed. This can produce a confused or misleading impression. Skimming works well when dealing with clear subjects that lend themselves to a general overview, such as a chronological description of an event. Skimming is far less effective in making sense of complex discussions or detailed arguments.


       


(http://www.ehow.com/about_6533094_reading-skills_-scanning-vs_-skimming.html)

Example: Just cast a glance at the paragraph!


Who says women don’t admire their own sex? One of our favourite past times was to observe the beautiful girls in the dining hall. Apart from their fair, flawless complexions, many of these northern ladies have the height and built of Paris models. They possessed a keen fashion sense. It was fascinating just watching their winter accessories-matching shawls, gloves and boots. One or two would wear the beret in a lop sided fashion which reminded me of French street artists.

       
(Kui, 2008: p.200) 

   
Example 

    
Here is the same paragraph again. The words highlighted in bold represent the main idea of the text and therefore are important to be noticed while skimming.

· Who says women don’t admire their own sex? One of our favourite past times was to observe the beautiful girls in the dining hall. Apart from their fair, flawless complexions, many of these northern ladies have the height and built of Paris models. They possessed a keen fashion sense. It was fascinating just watching their winter accessories-matching shawls, gloves and boots. One or two would wear the beret in a lop sided fashion which reminded me of French street artists.

 (Kui, 2008: p.200) 

Also think about the topic sentence for this paragraph.
Skimming Needs Practice 

Developing skimming ability requires practice. The more you practice, the better. Magazine articles and chapters from supplementary textbooks are a good source of material for additional skimming practice. Set a goal of 800 wpm even if repeated practice on the same article is necessary. Check a page or two of the book or magazine to discover the approximate number of words per page. Determine the number of pages you must cover each minute to achieve 800 wpm.               (http://www.palomar.edu/reading/r110hybrid/Module%205/mod5.1skim.htm)

Activity 1
Read the following passage quickly and answer the questions given at the end
Time: 30 seconds

[image: image29]

[image: image30]
Gerber (1998: p.50) 
Now answer these questions:


[image: image31]
Answers

1) Geologic time


2) second


3) 4,600 million years


4) 4.6 billion years

Activity 2

Read the following passages carefully and answer the questions given at the end.


[image: image32]
Time: 30 seconds

Answer these questions:

· Why we dream?

· Why we sleep?

· What are two steps of sleep? 



(Tarifa, 2003:p.456)

Answers

1)
Why we dream?


Scientists believe that we need dreams because when we dream we process the day’s information and if we do not dream we can’t concentrate and would start imagining things or hallucinations.

2)
Why we sleep?


Most scientists believe that we need sleep to give our bodies a rest as our heartbeat slows down during sleep. Children needs more sleep as they grow when they sleep.

3) 
What are two steps of sleep?


Dreamless sleep and dreaming sleep

Activity 3

Skim the text and answer the questions, pointing out the true option with T.

1: This text is about:


( ) library resources


( ) opening hours


( ) fines and other fees


( ) membership conditions

2: Information is given about borrowing CDs.


( ) false


( ) true

3: Which category of video isn't listed?


( ) educational


( ) exercise


( ) film


( ) travel

4: A telephone number is provided.


( ) true


( ) false

5: This text tells you where to get more information about how many items you can borrow from the library.


( ) Yes, it gives you a phone number where you can get more information.


( ) Yes, it says that this information is available online.


( ) Yes, it tells you about the enquiry desk in the library.


( ) No, this information isn't included.

6: What types of fictional books are listed?


( ) romantic, horror, science-fiction and adventure


( ) historical novels


( ) sporting adventures


( ) Spanish fiction

7: Members can also borrow CD Roms.


( ) true


( ) false


( ) The text doesn't say.

8: Which month is 'library month'?


( ) November


( ) August


( ) September


( ) April

9: What is the name of the library?


( ) Frimsborough Town Library


( ) Frimsborough County Library


( ) Frimsborough Village Library


( ) Framborough District Library

10: What type of text is this text?


( ) informative text


( ) descriptive text


( ) persuasive


( ) instructive

Solved Activity:
1: This text is about:


(T) library resources


( ) opening hours


( ) fines and other fees


( ) membership conditions

2: Information is given about borrowing CDs.


( ) false


(T) true

3: Which category of video isn't listed?


( ) educational


( ) exercise


( ) film


(T) travel

4: A telephone number is provided.


(T) true


( ) false

5: This text tells you where to get more information about how many items you can borrow from the library.


( ) Yes, it gives you a phone number where you can get more information.


(T) Yes, it says that this information is available online.


( ) Yes, it tells you about the enquiry desk in the library.


( ) No, this information isn't included.

6: What types of fictional books are listed?


(T) romantic, horror, science-fiction and adventure


( ) historical novels


( ) sporting adventures


( ) Spanish fiction

7: Members can also borrow CD Roms.


( ) true


( ) false


(T) The text doesn't say.

8: Which month is 'library month'?


( ) November


( ) August


( ) September


(T) April

9: What is the name of the library?


( ) Frimsborough Town Library


(T) Frimsborough County Library


( ) Frimsborough Village Library


( ) Framborough District Library

10: What type of text is this text?


(T) informative text


( ) descriptive text


( ) persuasive


( ) instructive
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SCANNING
DR. SARWET RASUL
· Reading is a complex activity of recognizing words and decoding their meanings in order to understand the main idea of a text. 

· The text may be in the form of a book, a newspaper, an article, a journal, a banner, a pamphlet, fax, an e-mail etc.  

· Reading is an essential component throughout education. It enables students to be successful in all areas of the curricula. 


 (Cripe and Vetter, 2011: p.3)

· To comprehend the art of reading, certain skills and strategies are developed that make reading easier.

Scanning

If skimming is to run our eye on the text to find the general idea, scanning is to look for a specific piece of information

What do we scan in our daily lives?

Here are a few examples!

Dictionary

Directory

Time table

Schedule

A particular date in a book etc.

What is Scanning?

· Scanning means reading to find specific information. You have a specific target and you search the text quickly for the information you need. 

· Scanning is a reading skill used to locate key or specific information quickly, e.g. dates, numbers, examples & definitions.

       (https://www.dlsweb.rmit.edu.au/lsu/content/1_studyskills/study_tuts/reading_LL/scan.html)

· Scanning involves moving your eyes quickly down the page seeking specific words and phrases. 


(http://www.ababasoft.com/wider_eye_span/scan.htm)

A few more definitions of scanning

· Scanning is one of the reading skills you require to locate information quickly in the index of a textbook.


(Glendinning and Holmström, 2004: p.18)

· When scanning you don't start from the beginning and read to the end.  Instead, what you do is jump around in the text, trying to find  the information you need. You probably already scan the TV guide, the phone book, or the dictionary, but it is possible to improve your scanning skills. Effective scanning techniques can be useful in any academic setting.

(http://www.angelfire.com/blues/writing/scanscim.html)


Scanning Tasks

· Typical scanning tasks include searching a text for a particular quotation, someone’s name, a particular date or number, or a particular word; or searching a list for a telephone number, someone’s name, or a particular word or phrase.








    


(Nation, 2009: p.70)

Just to Refresh: Difference between skimming and scanning

· In skimming the reader goes through a text quickly, not noting every word but trying to get the main idea of what the text is about. This is sometimes called getting the gist of the text.

· Scanning involves searching for a particular piece of information in a text, such as looking for a particular name or a particular number.

 






    


(Nation, 2009: p.70)

· Skimming requires a greater degree of reading and word recognition skills as it involves a more thorough understanding of the text.

· Scanning to find a particular piece of information can be achieved successfully by relatively poor readers.








            (Littlejohn and Hicks 1998: p.152)

Example of the difference of Skimming and Scanning

· We skim through a report to have rough idea of what it says but we scan a page of the telephone directory to find a particular name or number.

· Can you think of one example to explain the difference in skimming and scanning?

Another Example

· When you read the weather forecast in a newspaper you may skim over all the headings until you find the place you are looking for. You then scan the information about that place looking for the information you need, such as ‘heavy rain’ or ‘cloudy’.

   
(www.skillsactive.org.nz/assets/.../sheet1-active_reading.pdf)

How to Scan?

· When you read (for scanning) you have to be aware of the non-verbal signals of a text. Different stylistic features such as italics or bold face, photographs, figures, bars and graphs act as useful pointers to a text. 
(Konar, 2009: p.154)

· When scanning, look for the author's use of organizers such as numbers, letters, steps, or the words, first, second, or next. 

· Look for words that are in a different font size, style, or color. 

· Sometimes the author will put key ideas in the margin. 

More on the Techniques of Scanning

While scanning, the reader should have a mental picture of what he is looking for. He glances swiftly down the page and verifies the information carefully.

Some More Scanning Tips

· Know what you're looking for. Decide on a few key words or phrases–search terms, if you will. 

· Look for only one keyword at a time. If you use multiple keywords, do multiple scans. 

· Let your eyes float rapidly down the page until you find the word or phrase you want. 

· When your eye catches one of your keywords, read the surrounding material carefully. 

          
(http://www.butte.edu/departments/cas/tipsheets/readingstrategies/skimming_scanning.html)

·           A picture can also be taken as a hint while scanning a text.

Where do we use scanning?

· Scanning is used often with technical, scientific or professional materials to locate specific information. 

· Scanning is a valuable skill for second language learners to develop because often they do not require a detailed read of a text. There are many everyday uses for scanning, relevant to a purpose, such as reading a schedule. 

    



      (http://fis.ucalgary.ca/Brian/611/readingtype.html#scanning)

When is Scanning useful?

Scanning is useful when you want to find a date, a key word, a number or an amount. For example, when you are doing research on screwdrivers, you glance through various books and magazines and stop when you see anything about screwdrivers. You scan the page by looking down the page for the word in which you are interested. You can also look through the book or magazine for a picture of a screwdriver. 








          (Pilbeam and Kerrp, 2008: p.106)

Scanning helps

You use this technique when you are really in a hurry to find specific information from a text, or when using a dictionary, reading through an index or content list, or browsing through TV schedules.






(Hoffmann, Farrell, Lilford, Ellis and Cant, 2007: p.393)

Steps for scanning 
· Look for key words, or words that are repeated.

· Look for definitions.

· Look for highlighted words, eg words in bold or italic.
· Look for numbers, eg dates and statistics.

· Look for examples, including diagrams.
· Keep in mind all times what it is you are searching for. If you hold the image of the word or idea clearly in mind, it is likely to appear more clearly than the surrounding words.

· Anticipate in what form the information is likely to appear—numbers, proper nouns, etc.

· Analyze the organization of the content before starting to scan.

· a) If  material is familiar or fairly brief  you may be able to scan the entire article in a single search.

· b) If the material is lengthy or difficult, a preliminary skimming may be necessary to determine which part of the article to scan.  






· Let your eyes run rapidly over several lines of print at a time.

· When you find the sentence that has the information you seek, read the entire sentence.

· In scanning, you must be willing to skip over large sections of text without reading or understanding them.

· Scanning can be done at 1500 or more words per minute.

    (www.aacc.edu/tutoring/file/skimming.pdf)

Advantages of Scanning

· Scanning allows the reader to efficiently gather information, which may be scattered throughout a long piece of writing.

·  It encourages the reader to research in a purposeful way and avoid distractions. 

· According to Anne Arundel Community College's Reading and Study Skills Lab, scanning can be done at approximately 1,500 words a minute, or even more

 (http://www.ehow.com/about_6533094_reading-skills_-scanning-vs_-skimming.html)

Disadvantages of Scanning

· Scanning can be monotonous and the technique is not suited for long periods of study, as it is easy to lose concentration. Although scanning is a good way to quickly gather facts, it is not always thorough and a key fact may be overlooked. The context in which a fact appears may affect its meaning. Without reading the surrounding text, it is easy to misinterpret a fact's true significance. .     

      (http://www.ehow.com/about_6533094_reading-skills_-scanning-vs_-skimming.html)

Activity 

· First read the following questions and then use the TV Schedule to find the answers.

· 1- You are thinking about traveling to the USA for a vacation. Which show should you watch? 

· 2- Your friend doesn't have a TV, but would like to watch a film starring Tom Cruise.  Which film should you record on your video? 

· 3- Which sport can you watch that takes place outside? 

· 4- You like modern art. Which documentary should you watch? 

· 5 - Is there a horror film on this evening? 

CBC

· 6.00 p.m.: National News - join Jack Parsons for your daily news roundup.
· 6.30: The Tiddles- Peter joins Mary for a wild adventure in the park.
· 7.00: Golf Review- Watch highlights from today's final round of the Grand Master's.
· 8.30: Shock from the Past- This entertaining film by Arthur Schmidt takes a poke at the wild side of gambling.
· 10.30: Nightly News- A review of the day's most important events.
· 11.00: MOMA: Art for Everyone- A fascinating documentary that helps you enjoy the difference between pointilism and video installations.
· 12:00: Hard Day's Night- Reflections after a long, hard day.

FNB

· 6.00 p.m.: In-Depth News - In-depth coverage of the most important national and international news stories.
· 7.00: Nature Revealed- Interesting documentary taking a look at the microscopic universe in your average speck of dust. 
· 7.30: Ping - Pong Masters- Live coverage from Peking.
· 9.30: It's Your Money- That's right and this favorite game show could make or break you depending on how you place your bets. 
· 10.30: Green Park- Stephen King's latest monster madness. 
· 0.30: Late Night News- Get the news you need to get a hard start on the upcoming day.

ABN

· 6.00 p.m.: Travel Abroad - This week we travel to sunny California!
· 6.30: The Flintstones- Fred and Barney are at it again.
· 7.00: Pretty Boy- Tom Cruise, the prettiest boy of them all, in an action packed thriller about Internet espionage.
· 9.00: Tracking the Beast- The little understood wildebeest filmed in its natural surroundings with commentary by Dick Signit.
· 10.00: Pump Those Weights- A guide to successfully using weights to develop your physique while getting fit.
· 11.30: The Three Idiots- A fun farce based on those three tenors who don't know when to call it quits.
· 1.00: National Anthem- Close the day with this salute to our country.

                                                      (http://readingstrategies.wikidot.com/scanning)

Answers

· 1) Travel Abroad

· 2) Pretty Boy

· 3) Golf Review

· 4) MOMA: Art for Everyone

· 5) Green Park

· Activity 2

· Quickly find out the meanings of the words Abscission, Absorbed, Abstruse and Abysmal on the given dictionary pages on this and the next slide.

· Time: 30 seconds

(English To English and Urdu Dictionary, n.d: p.5,6)

· Activity: Read the following school prospectus and answer the questions given at the end. 
Time:1 minute


[image: image33]
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Answers

1) School Office

2) 2010/2011

3)The Board of Governors

4)False

5)yes

6)Blue and grey

To sum up:  Why do we scan?

Scanning allows you to locate quickly a single fact, date, name, or word in a text without trying to read or understand the rest of the piece. (chatt.hdsb.ca/gaps/Processingpdfs/SkimScan.pdf)
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READING COMPREHENSION

Dr. Sarwet Rasul

Reading and the Reader

· Reading is a complex phenomenon that mainly involves a text and a reader.

· There are specific meanings encoded into the text and the reader’s duty is to decode such meanings successfully. 

· Reading is a process of constructing meaning in which the reader is an active participant. 

· Meaning doesn’t flow automatically from the text to the reader; rather, the text contains clues that the reader uses to generate meaning. 










(Feathers, 2004 : p.26)

Comprehension

· According to National Reading Panel, (2000), “comprehension is a highly complex cognitive process involving the intentional interaction between the reader and the text to create meaning”.








(Chard, D. J., & Santoro, L.E, 2008: p.1) 

· Comprehension doesn’t just happen; it requires effort.

    






(Chard, D. J., & Santoro, L.E, 2008p.1) 

Reading Comprehension

· Reading comprehension refers to the ability to understand information presented in written form. While this process usually entails understanding textbook assignments, reading comprehension skills also may affect one's interpretation of directions on exams, labs, and homework assignments and completion of job applications or questionnaires.


(http://www.muskingum.edu/~cal/database/general/reading.html#Background)

· We define reading comprehension as the process of simultaneously extracting and constructing meaning through interaction and involvement with written language.


(Snow, 2002, p.11) 

Comprehension entails three elements:

· The reader who is doing the comprehending

· The text that is to be comprehended

· The activity in which comprehension is a part.

(http://www.rand.org/content/dam/rand/pubs/monograph_reports/MR1465/MR1465.ch2.pdf)

In other words: What Factors Affect Reading? 

· Reading always takes place within a context and is specific to the context that surrounds the act of reading. 

· Three factors — the text, the reader, and the context of the reading situation — influence reading. 

· Though each will be discussed separately, they are not, in fact, entirely separate. Rather, they overlap and interact to affect the reading process.

        (Feathers, 2004: p.23)
· Text is broadly construed to include any printed text or electronic text. 

· In considering activity, we include the purposes, processes, and consequences associated with the act of reading.





(http://www.rand.org/content/dam/rand/pubs/monograph_reports/MR1465/MR1465.ch2.pdf)

· Reading comprehension involves much more than readers’ responses to text. Reading comprehension is a multi-component, highly complex process that involves many interactions between readers and what they bring to the text (previous knowledge, strategy use) as well as variables related to the text itself (interest in text, understanding of text types).








(Klingner, Vaughn & Boardman, 2007 p.8)

· The vocabulary, sentence structure, and organizational patterns of reading materials vary. Though fictional narratives differ from poems and info-texts, there are also differences within the types. Just as all stories are not alike, not all info-texts are the same. A history text and a science text are as different as a history text and a story.











(Feathers, 2004: p.23)

· The features of any given text have a large impact on comprehension. While reading, the reader constructs various representations of the text that are important for comprehension. Those representations include the surface code (the exact wording of the text), the text base (idea units representing the meaning of the text), and the mental models (the way in which information is processed for meaning) that are embedded in the text. 











(Snow, 2002: p. p.xv)

THE READER

· The reader also affects the reading process. A reader’s physical and emotional state affects how she approaches reading experiences. Is she tired? Hungry? Happy? Stressed? Any one of these factors can — and will — make a difference in how readers approach texts.


(Feathers, 2004 : p.23-24)

· The reader doesn’t operate in isolation but interacts with the reading material and the situation in which the reading occurs. 










(Feathers, 2004: p.23-24)

· In considering the reader, we include all the capacities, abilities, knowledge, and experiences that a person brings to the act of reading.

· The reader brings to the act of reading his or her cognitive capabilities (attention, memory, critical analytic ability, inferencing, visualization); motivation (a purpose for reading, interest in the content, self-efficacy as a reader); knowledge (vocabulary and topic knowledge, linguistic and discourse knowledge, knowledge of comprehension strategies); and experiences.










(Snow, 2002: p. xiii-xiv) 

The Context 

· Louise Rosenblatt indicates that stories are typically read for enjoyment, to experience a lived-through event, understand human characters and emotions, and recognize and appreciate the author’s craft. 

· Informational material, on the other hand, is usually read to garner important information about a topic. 

· These different purposes — reading for information and reading for pleasure — require different approaches to the act of reading. (Feathers, 2004 : p.25-26)

Reading comprehension strategies: 

· A reading comprehension strategy is a cognitive or behavioral action that is enacted under particular contextual conditions, with the goal of improving some aspect of comprehension.










    (McNamara,2007: p.6)

· Reading comprehension strategies are tools that proficient readers use to solve the comprehension problems they encounter in texts.










     (Moreillon, 2007: p.10)

Zimmermann and Hutchins (2003) identify seven reading comprehension strategies:

· 1.Activating or building background knowledge

· 2.Using sensory images

· 3.Questioning

· 4.Making predictions and inferences

· 5.Determining main ideas

· 6.Using fix-up options

7. Synthesizing 
(Moreillon, 2007: p.11)

LET US THINK ABOUT EACH ONE OF THESE ONE BY ONE

1- Activating Background Knowledge
HOW DOES PRIOR KNOWLEDGE AFFECT READING? 

· When we encounter new objects, we use everything we’ve learned from our previous experiences to understand the new thing. We relate it to other similar-looking objects that might be found in a similar location or used for a similar task. The same is true of reading. We use our past experiences with texts, language, and people to generate meaning from texts.


(Feathers, 2004: p.28)

· Capitalizing on what they know about the topic and integrating that with new learning. (Klingner, Vaughn & Boardman, 2007 p.3)

2. Using sensory images

· Sensory images are images created in your head from a very detailed description of something, often using more than one of the five senses (sight, smell, taste, touch, and hearing). 

· Using mental images such as visualization to assist them in remembering or understanding events or characters

(Klingner, Vaughn & Boardman, 2007 p.3)

· Also the sensory images can be what you imagine in your head as you read the story you image what is happening in a piece of writing - the book or the poem or the story. It is the like a little screen inside your head. 

3. Questioning

Questioning is a very important reading comprehension.


4. Making predictions and inferences

· Making predictions about what will happen, checking them as they go along, and revising and evaluating them as needed.

        (Klingner, Vaughn & Boardman, 2007 p.3)

5. Determining main ideas

Do you remember what we discussed about it?

6. Using fix-up options


Try fix up options to comprehend.
7. Synthesizing

Synthesizing all the gathered information enables a reader to comprehend easily. 

Purpose of Reading comprehension strategies

         Reading is one of the most important academic tasks faced by students. Strategies designed to improve reading comprehension may have any number of purposes. 

· To enhance understanding of the content information presented in a text 

· To improve understanding of the organization of information in a text 

· To improve attention and concentration while reading 

· To make reading a more active process 

· To increase personal involvement in the reading material 

· To promote critical thinking and evaluation of reading material 

· To enhance registration and recall of text information in memory

        (http://www.muskingum.edu/~cal/database/general/reading.html#Background)

ADVANTAGES OF Using READING COMPREHENSION STRATEGIES 

· Improved reading comprehension skills can positively impact many facets of student academic performance. 

· Students who have effectively read and understood reading assignments are better prepared for class, leading to improved class participation and more accurate and complete notes. 

· Performance on exams and quizzes may be greatly improved as students become more proficient and effective readers. 

· Student interest and motivation in a subject is often fostered when one understands the reading assignments. 

· In addition, as students gain proficiency in reading, self-esteem improves.

  
(http://www.muskingum.edu/~cal/database/general/reading.html#Background)

Failure of Reading comprehension  

    If reading comprehension fails . . . 

· ignore that section of text and read on. 

· suspend judgment and look ahead for clarification. 

· form a tentative hypothesis and read on to see if you are correct. 

· reread the current sentence. 

· reread the previous context. 

· go to an expert source. (http://www.muskingum.edu/~cal/database/general/reading.html#Background)

· Activity 1                                    Time:30+30 seconds
Read the following and answer the three questions given on the next slide.

[image: image36]
(Brinton, 2010:p.26)


[image: image37]Answers

· 1) Because their town has never snow in the winter. 

· 2) The mountains are at the distance

· 3) They make a huge circle like a track in the snow. That circle is like a track. They chase each other around the track. They slip. They slide.

Activity 2                                             Time: 1 minute
Read the following and answer the questions given at the end.


[image: image38]
(Brinton, 2010:p.23)

Questions and Answers

· 1) What are the three jobs of the ships in this story?
Answer: They carry heavy loads of boxes and freight. They travel and     deliver them to ports. Then these ships sail back to the Ocean.

· 2)What are “ports”?
 Answer: Around the great Lakes are cities called ports.

· 3) Name the five Great Lakes 

· Answer: Superior, Michigan, Huron, Erie, Ontario 

A useful tip!

· Take notes

· If you have to do a comprehension activity, it is always good to take notes of what you read, specially in the case of long reading texts.

Activity 3                                  Time: 1 minute
Read the following and answer the questions:

[image: image39]
(Brinton, 2010: p.5)


[image: image40]

[image: image41]
Answers

· 1) Wool is animal hair. That is why wool sweaters are very warm and people wear them.

· 2) Itchy, warm, heavy

· 3) It is used to make warm wool sweaters.

· 4) Because cotton comes from the fuzz of a special plant.

· 5) jacket, pants or skirts

· Another Activity         Time: 1 minute

Read and answer the questions:

[image: image42]
· (Saddleback Educational Publishing, 2000: p,13-14) 

· 
[image: image43]
[image: image44]
Answers

· 1) F

· 2) F

· 3) T

· 4) F

· 5) F

· 6) T
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READING COMPREHENSION 
PART 2
DR. SARWET RASUL
Reading comprehension is defined as the level of understanding of a text/message. 

· How does this understanding come? …This understanding comes from the interaction between the words that are written and how they trigger knowledge outside the text itself.

· Proficient reading depends on the ability to recognize words quickly and effortlessly.

· If word recognition is slow or difficult, students use too much of their processing capacity to read individual words which will reduce their ability to comprehend what they read.

Approach taken for reading...

· The approach a reader takes is defined not by the nature of the text but by the purpose for reading. 

· Any text can be read in any way. 

· Stories can be read for information and informational material can be read for pleasure.

· So in determining the purpose we predispose the reader to read a specific text in a particular way.


(Feathers, 2004 : p.25-26)

General principles for reading

· The more extensive the vocabulary, the better the comprehension. 

· A reciprocal relationship exists between reading and writing. Individuals are born with a mental grammar which, placed in context, allows the individual to place a meaning upon that particular word or phrase in an appropriate context. Contextual practice will assist individuals in activating that mental placement, enhancing their understanding of different materials. 

· The more active the mind while reading, the better the comprehension and the retention of material; for example, pre-reading activities help with comprehension


(http://www.lynchburg.edu/writing-center/reading-comprehension)

WHAT IS INVOLVED IN READING COMPREHENSION? 

    The principal thought behind reading comprehension lies in vocabulary. Vocabulary facilitates the reading and writing process in three ways:

· Thinking—a large vocabulary gives the reader/writer more control over ideas.

· Understanding—the more words the reader / writer is aware of, the less time he or she will spend hesitating between words or sentences; thus, the understanding will be continuous rather than fragmented. Allowing the reader to maintain a constant speed, vocabulary will not only enhance the reader's comprehension, but will also enable him / her to read more quickly.

· Writing—increasing vocabulary will result in long term benefits as the writer, understanding the items read, will be able to compose papers or essays based on understanding rather than guesswork.


(http://www.lynchburg.edu/writing-center/reading-comprehension)

Comprehension Tactics
1. LOCATE THE KEY SENTENCE TO ANTICIPATE WHAT THE PASSAGE WILL BE ABOUT
· Usually the opening or closing sentence of a paragraph is a key sentence. Do not worry about the position of the key/topic sentence; look for the most important statement or idea . It can serve as  guidepost for you , pointing out the author’s main idea . 
2. FIRST READ THE PASSAGE THEN READ THE QUESTIONS
· Some of the students think that if they will read the questions before reading the passage  , it will save their time. 

· Ninety-nine times out of a hundred they are wrong.

· So, first concentrate on comprehending the passage as a whole.

· Do not read very rapidly because this way you will begin to take short cuts and miss the correct answer in your haste. 

3. WHEN ASKED TO MAKE INFERENCES , BASE YOUR ANSWER  ON WHAT THE PASSAGE IMPLIES, NOT WHAT IT STATES DIRECTLY
· Sometimes the author does not convey his message or give the information directly.

· In such a situation you will have to go beyond the obvious ( the hidden meaning ) and infer the meaning (the hidden meaning).

· To find out this meaning and to reach your own judgment you should look for clues in the passage . 

4. DETERMINE THE AREA OF THE ANSWER
· To find the answer of a question , it is very important to locate the place of the answer.

· This place might be particular / exact or random / scattered.

· In first case, you should take out the important or key words of the question and run your eye down the passage quickly to find out those key words or their synonyms in the passage.

· In the second case, you should develop a logical relationship in different ideas and opinions expressed in the passage before determining the correct answer.

5. WHEN ASKED TO CHOOSE A TITLE, AVOID THE CHOICES THAT ARE TOO SPECIFIC OR TOO RANDOM
· In a passage all the sentences revolve around one central theme . A proper title for a paragraph , therefore , should include this basic theme . It is not essential that to make a title you should use the vocabulary given in the passage itself . A good title is one which 

· _   includes all the essentials of the given passage

· _   is neither too specific nor too broad

· _   is comprehensive and not very long 

6. WHEN ASKED ABOUT AN ATTITUDE, MOOD OR TONE, LOOK FOR WORDS THAT CONVEY EMOTION, EXPRESS VALUES OR PAINT EMOTIONS
· If you are asked a question about the mood or the tone of the author you should take a close look at the specific language used. 

· For example if the author is using adjectives to describe a subject , you should look whether the author has used positive connotations _ i-e: happy, quiet , good tempered etc _ or negative connotations _i-e: selfish , irritable , careless etc. 

· Having noticed such words you will be in a better position to determine the mood of the author _frustrated , cheerful , sad , critical , gloomy , angry etc . 

7. REMEMBER . . .  PICKING UP ONE OPTION MEANS DROPPING THE OTHERS 
· The options that a question offers you might be very distracting, puzzling, misleading or confusing; but the secret of your success lies in finding the reasons for picking or dropping any of them.

· Your casual eye or hastiness in picking up one option without analyzing the others can earn you a discredit. 

· Kinds Of Comprehension

· Extract comprehension

· Passage comprehension

· Sentence comprehension

· Word comprehension 

PRACTICE  ONE . . . .       PASSAGE COMPREHENSION 

Each passage below is followed by a set of  questions; you are to mark the correct answer from the choices given with each question .

         PASSAGE  1
    
One major cause of slow reading is that sometimes you don’t focus. Your eyes keep moving down the page , but your mind is out to lunch . Then bang! you wake up from your day dream and say “Hay! What was I reading? ” And your eyes jump back to an earlier spot on the page and you wind up, rereading the whole thing. Obviously, regressing _going back and rereading the words or whole passages you’ve supposedly read, slows you down. Regressing, is a habit, but like any other habit you can break it.

1 . What does this passage mainly discuss?
    (A) Rainfall                                                         (B) Snowfall

    (C) New York State                                       (D) Computation of Precipitation
2 . Which of the following is another word that is used in place of Rainfall ?
     (A) Humidity                                                (B) Wetness

     (C) Precipitation                                        (D) Quantity of water
3 . The term Precipitation includes
    (A) only rain fall                                            (B) rain , hail , and humidity

    (C) rain , snow and hail                               (D) rain , hail ,and humidity
4 . What is the  average annual rainfall in inches in the United States ?
     (A) thirty-six inches                                       (B) thirty-eight inches

     (C)forty inches                                              (D) forty-two inches
5 . If a state has forty inches of snow in a year , by how much does this increase the annual precipitation ?
    (A) by two feet                                               (B) by four inches 

    (C) by four feet                                               (D) by forty inches                                                          
6 . Which factors affect the amount of precipitation ?
     (A) altitude, location, proximity to the sea    (B) location, rainfall, proximity to the sea,    

                                                                           altitude

     (C) altitude, winds, proximity to the sea        (D) location ,proximity to the sea ,winds ,height 

PRACTICE TWO…EXTRACT COMPREHENSION
	Starting in 1955, all workers had to wear steel helmets if they were employed in the construction industry .


Which of the following can the statement properly inferred from the above?
(A)
No workers had to wear steel helmets before 1955, but all workers had to wear them after 1955.

(B)
Construction industry workers were the first to be required to wear steel helmets.

(C)
Construction industry workers had to wear steel helmets prior to 1955.

(D)
Some workers may have worn steel helmets before 1955, but all construction workers were required to wear them beginning in 1955.

(E)
Workers may have worn some type of helmet before 1955, but later all had to wear steel-type helmets.
Another Extract

By far the chief export in the 15th century was textiles. Among these woolens predominated, linens were far less important and silks played an insignificant part. Outside this group, the only important item, in the first half of the century was corn, though the exports of fish, lead and tin were by no means negligible.

Now Think! 

· Given the above information which of the following statements best tells the information given in the paragraph:
(A)    Corn was nearly as important an export as linen.

(B)    Corn, though not as important an export as textiles, was still an 

              important component of the export trade. 

(C)      Silk was a valuable export in the 15th century.

(D)      Fishing was a bigger industry than wool production in the      

                15th century.

(E)      Non textile items were one of the chief elements in the list of 

                products exported in the 15th century.

PART – B

Each sentence below is followed by four choices ; you are to ENCIRCLE the option that best replaces the original text .

1 .  Low blood sugar is no more a disorder of unknown origin.
      (A)   Low blood sugar is a disorder ; its causes are not known.

      (B)   Low blood sugar is a disorder ; its causes are no more hidden
      (C)   Low blood sugar is a disorder that has its own causes

      (D)   Low blood sugar is a disorder and its causes are known.

2 .  This habit makes you susceptible to disease
      (A)   Only because of this habit you will catch the disease.

      (B)   you are likely to catch disease because of this habit.
      (C)   You will catch this disease because of the habit.

      (D)   You can save yourself if you give up this habit.

3  . Iqbal’s poetry will always be admired.
      (A)   Iqbal’s poetry will always be read.

      (B)   Iqbal’s poetry will always be recited 

      (C)   Iqbal’s poetry will always be venerated.
      (D)   Iqbal’s poetry will always be repeated.

Exercise: TRY IT NOW 

PASSAGE  1 :  The effect of  science upon our view of man’s place in the universe has been of  two divergent kinds ; it has at once besmirched and exalted him .The latter effect  is generally assumed as outweighing the former. This assumption can be justified through varied kinds of favorable effects that science has earned . There are direct intellectual effects ___ the dispelling of many traditional beliefs , and the adoption of others suggested by the success of scientific method . Then there are technical effects___ the advancement in industry and war. Still then , there are profound effects on human health ___ remarkable decrease in death rate owe its existence to wonderful medicines. Though the future effects of science are yet a matter of conjecture ; the study of its effects hitherto may make the conjecture complimentary 

1. How has science affected man?
     (A) It has degraded and deprived man at the same time.

     (B)It has at once dishonored and tainted man. 

     (C)It has debased and dignified  man at the same time. 

     (D)It has at once high-ranked and glorified man.

2. The nature of the direct intellectual effects of science on man imply

      (A) the dismissing of many traditional beliefs.

      (B) the embracing of many traditional beliefs.

      (C) the approval of many traditional beliefs.

      (D) the implementation of many traditional beliefs.

 3. The writer’s mode of approach is
     (A) emotional               (C)  expository

     (B) descriptive               (D)  logical  

 4. Which of the following  is true according to the passage.
      (A) The future effect of science is yet a matter of supposition.

      (B) The future effect of science is yet a matter of suggestion. 

      (C) The future effect of science is yet a matter of analysis.   

      (D) The future effect of science is yet a matter of reasoning. 

5. The phrase ‘ the study of its effects hitherto’ means
      (A) the study of its effects in future

      (B) the study of its effects described here

      (C) the study of its effects up till now

      (D) the study of its effects hereby

6. The most appropriate title of the passage is
     (A) The advantages and disadvantages of science

     (B) The impact of science on man

     (C) Achievements of science

     (D) Science __ a great boon for man

The skills and strategies that good readers use: 

· Rapid and accurate word reading 

· Setting goals for reading 

· Noting the structure and organization of text 

· Monitoring their understanding while reading 

· Creating mental notes and summaries 

(Klingner, Vaughn & Boardman, 2007 p.3)

Directions: Read the passage. Then answer the questions below. 
Marcia says that all of her friends have a cell phone, but Marcia’s mom doesn't want to buy her one. Marcia's mom doesn't want Marcia to play video games either. What is more, the Internet scares her. Marcia's mom says, “If Marcia has a cell phone, how do we know whom she is talking to? Video games are bad for you. The Internet is dangerous and uncontrolled. It’s like having a gun in the house. We should just ban her from using the computer, and I'm not buying her a cell phone until she is eighteen. This is the only way we can be sure that Marcia is safe." 

Marcia’s dad disagrees with Marcia's mom. Although he agrees that there are some dangers to it, he likes the Internet, and finds it to be very useful. “The trouble is,” he says, “We just can’t stop Marcia from using the Internet, as this would put her at a disadvantage. What is more, I like video games. I think that, when played in moderation, they are fun. Obviously, it is not good to play them without restraint or self-control. Finally, I think Marcia needs a cell phone. We can’t take these things away.” 

Questions 
1) Which of the following best describes the difference between Marcia's mom and Marcia's dad? 

A. Mom wants to ban Marcia from using the computer, while dad likes to play video games. 

B. Mom thinks technology is dangerous, while dad thinks it can be useful. 

C. Mom cares little about Marcia's future, while dad is very supportive. 

D. Mom is very strict while Dad is open minded. 

Answers and Explanations 
1) B 
In paragraph 1, Marcia's mom says, "The Internet is dangerous and uncontrolled," and "Video games are bad for you." This lets us know that mom thinks cell phones and the Internet are dangerous and that video games are bad for you. In paragraph 2 we learn that although he agrees with mom that there are some dangers involved with using the internet, he "likes the Internet, and finds it to be very useful." Moreover, dad thinks Dad continues to say, "I like video games." At the end of paragraph 2 dad says, "I think Marcia needs a cell phone." This let us know that dad thinks the Internet is useful, video games are fun (when played in moderation), and that Marcia needs a cell phone. Cell phones, video games and the Internet are all examples of technology. Mom thinks these things are dangerous and Dad thinks these things are useful. Therefore (B) is correct. Mom does want to ban Marcia from the computer and Dad does like playing video games. However, (A) is not the best choice because these are not the only differences between Marcia’s Mom and Dad. In addition, Mom doesn’t want Marcia using certain technologies because she is worried that they are dangerous or bad for Marcia. Marcia’s dad thinks that Marcia should use the technology because it is useful and fun. This means that both parents want the best for Marcia. Since both parents support Marcia and care about her future, (C) is incorrect. Finally, just because Mom is concerned about the use of certain technologies doesn’t mean that she is strict in general. Just because Dad is pro-technology does not mean that he is open minded about everything. Since choice (D) makes generalizations not supported by the passage, it is incorrect. 

 2) Which of the following best describes the similarity between Marcia's mom and Marcia's dad? 

A. Mom and dad both like technology. 

B. Mom and dad both think video games are bad. 

C. Mom and dad both think the internet is dangerous. 

D. Mom and dad both care about Marcia's wellbeing. 

· 2) D 
In paragraph 1, Marcia's mom describes why she thinks technology is bad. She says that the internet, cell phones, and video games are dangerous. At the end of the paragraph she says, "This is the only way we can be sure that Marcia is safe." This lets us know that the reason why she dislikes technology is because it will put Marcia's safety at risk. This lets us know that Marcia's mom cares about Marcia's wellbeing. In paragraph 2, we learn about why Marcia's dad thinks technology is good for Marcia. According to him, technology is "very useful." Moreover, he does not want to take technology away from Marcia, as this will "put her at a disadvantage." This lets us know that Marcia's dad also cares about Marcia's wellbeing. Therefore (D) is correct. The passage does not provide information to support choices (A), (B), and (C). Therefore they are incorrect. 

 3) In paragraph 1, Marcia's mom says, "It's like having a gun in the house." She says this in order to 

A. support the idea that the Internet is dangerous 

B. reject the claim that guns can be safe if used responsibly 

C. encourage Marcia's dad to purchase a gun 

D. explain why the Internet is uncontrolled 

4) In paragraph 2, Marcia's dad says, "We just can’t stop Marcia from using the Internet, as this would put her at a disadvantage." What does Marcia's dad mean by this? 

A. Marcia needs to learn how to use the internet if she wants to have friends in the future. 

B. Marcia should not stop using the internet because this will seriously slow her learning. 

C. If a person's ability to use the internet becomes important in the future, Marcia will be at a loss. 

D. If Marcia does not learn to use the internet on her own, then she will never learn to recognize its dangers. 

· 4) C 
disadvantage (noun): an unfavorable or poor condition. 

In paragraph 2, we learn about why Marcia's dad thinks technology is good for Marcia. According to him, technology is "very useful." Moreover, he does not want to take technology away from Marcia, as this will "put her at a disadvantage." This lets us know that Marcia's dad also cares about Marcia's wellbeing. So, it makes sense to think that if Marcia does not learn to use the internet, and the internet becomes important in the future, Marcia will be at a loss. Choice (C) is correct. The passage does not provide information to support choices (A), (B), and (D). Therefore they are incorrect. 

5) In paragraph 2, Marcia's dad says, "Finally, I think Marcia needs a cell phone." Given what you know about Marcia’s mom’s concerns, what is the best reason Marcia's dad can provide to convince Marcia's mom that Marcia needs a cell phone? 

· A. Marcia can use her cell phone to talk to her friends, instead of needing to borrow one of ours. 

· B. Having a cell phone will teach Marcia how to use new technology. 

· C. Because all of her friends have one, it would be unfair to disallow Marcia to have a cell phone. 

· D. If Marcia's is in trouble she can use her cell phone to call for help. 

6) Which of the following describes a level of game play that Marcia' dad would disapprove of? 

A. On Saturday, Marcia plays video games all evening. The next day, she wakes up early and goes for a walk through the woods near her house. When her friend calls Marcia, they talk about the what they are going to wear to school on Monday. 

B. Marcia plays video games for an hour or two. Then she eats lunch and meets her friends at the skating rink. That night, Marcia and her friends go to see a movie. 

C. Marcia plays video games all morning. When her friends ask her to come play outside, Marcia tells them that she is too busy and continues to play. 

D. Marcia plays video games for an hour every day for five days straight. During these days, she does not watch any TV. 

7) Marcia's mom can best be described as 

· A. ridiculous 

· B. careful 

· C. cruel 

· D. rude 

8) Marcia's dad can best be described as 

· A. shameless 

· B. foolish 

· C. wild 

· D. reasonable 

9) Which of the following would be the best way for Marcia to change the way her mom thinks about technology? 

A. Read her a newspaper article that talks about the importance of technology. 

B. Provide her an instruction manual detailing how the latest cell phone functions. 

C. Take her to the library and show her the top five most popular internet websites. 

D. Spend the weekend playing video games with her. 

· 9) A 
In paragraph 1, we learn that Marcia's mom does not like the internet and other forms of technology because she thinks they are "dangerous and uncontrolled." In order to change the way she thinks about technology, it makes sense to read her a newspaper article that talks about the importance of technology. This is a good idea because it involves a form of communication that is not technological. Also, a newspaper article is typically viewed as a reputable source. Marcia's mom will be most likely to consider the opinion of a newspaper article author. Therefore (A) is correct. (B) is incorrect because an instruction manual will not provide arguments in favor of the idea that a child should be able to use technology. Although it may be a good idea to take Marcia's mom to the library to show her the internet, it is not a good idea to show her the top five most popular websites. The most popular websites may not demonstrate the true value to be gained by using the internet. This means (C) is incorrect. Although it may be a good idea for Marcia to play a video game with her mom to show her what they are like, it is not a good idea to play them all weekend with her. This would be bad because you should not play video games for such a long time. Marcia's mom would not like this. Even Marcia's dad, who is in favor of using technology, would consider this level of game play to be excessive, or immoderate. Choice (D) is incorrect. 

Reading Comprehension Tips

·  Read early in the day: This will allow you to concentrate and retain more information than studying later at night when you may be tired. When tired, your concentration and comprehension will decrease. 
· Read for short bursts: Try to read for 35 to 40 minutes at a time and then take a short break. If you have this as your reading goal it can serve as a motivator in trying to really focus on the material at hand. Try to make these “bursts” quality reading time.
· Find a quiet location: There should not be too many distractions as they are not conducive for quality reading.
· Check and monitor your comprehension by asking yourself every once in a while, “What have I learned so far?” If you do not have clear cut answer to this question, re-read the material.

· Try skimming the chapter first. Take a look at the title page, preface, subtitles, the introduction and the chapter summary before reading the entire chapter. What I mean is use skimming for preview. 
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VOCABULARY BUILDING

Dr. Sarwet Rasul

This Session is about:
· Vocabulary Building

· What is vocabulary 

· What is vocabulary building?

· Vocabulary building and our linguistic context

· Importance of Vocabulary Building

· Teaching Learning Vocabulary: Place in Curriculum

· How to build vocabulary?

· Use of Prefixes in vocabulary building

· Use of suffixes in vocabulary building

What is vocabulary?

· Broadly defined, vocabulary is knowledge of words and word meanings.


(http://www.prel.org/products/re_/ES0419.htm)

· Vocabulary is “all the words known and used by a particular person”. (http://dictionary.cambridge.org/dictionary/british/vocabulary?q=vocabulary)

· Vocabulary is about words – where they come from, how they change, how they relate to each other and how we use them to view the world.


(Beauer,1998: p.VIII)

· Vocabulary is the foundation of language, our most effective communication tool. 


(McDermott, 2006: p.4)

Words

· Words, like facts, are difficult to remember out of context. Remembering is greatly facilitated when you have a body of information with which to associate either a word or a fact. For words, interesting origins or histories will help provide a context. For example, a hippopotamus is a "river horse," from the Greek hippos, meaning "horse," and potamos, meaning "river”.

· Etymology is the study of the origins of words. The English language is living and growing. Although many of its words have been part of English language for many years, new words are added all the time.


(http://academic.cuesta.edu/acasupp/as/502.htm)

Our Linguistic Context

What about Urdu?

How do you see the addition of words in it?

What about the mixing of English?

Vocabulary building means increasing the vocabulary. 

· Vocabulary development refers to the knowledge of stored information about the meanings and pronunciations of words necessary for communication.


(www.broward.k12.fl.us/esol/Eng/.../PDF/.../12%20Vocabulary.pdf)

· Knowledge of word parts can play a role in increasing our vocabularies. Word parts include prefixes, suffixes, and root words.


(Smith, 2012: p.1)

Importance of Vocabulary Building

Roughly 90% of the time, self-expression is done through words. You can't express what you want to if you don't know the words to say. Many people find themselves stumped when it comes to written and spoken communication because they have trouble organizing their thoughts and because the right words tend to elude them.

No matter who you are - a student trying to finish a term paper or a professional completing a written project, or anyone else relying on the power of words to send a message - you need an expressive and comprehensive vocabulary in order to interact well and to do a good job in your daily tasks.

Most of your vocabulary development takes place through reading, specially when it comes to a second language or a foreign language

Build Vocabulary to Understand Things Better

Language is the key to learning. A child who has limited vocabulary tends to have lots of questions. There is no way of understanding the real meaning or essence of a sentence if we don't know the exact meaning of the words used in it. Even mathematical problems become easier to understand if you have a good vocabulary. You can easily translate the problem at hand and find solutions to it if you know the meaning of the words used.

People who have a good grasp of vocabulary are often more intelligent. They are the ones who easily grasp knowledge.

Build Vocabulary To Interact With People Better

Brush up your speaking and vocabulary skills if you want to interact with people better. 

According to studies, people prefer interacting with well-spoken and well-read people because they know more and they have a lot of interesting things to talk about. 

Build Vocabulary To Increase Self-Confidence

Many people admit to feeling intimidated when they are around people who speak intelligently and articulately. A sort of social stigma is often applied to people who do not have the ability to clearly express themselves. 

Build Vocabulary to Speed Up Progress

A good vocabulary can actually speed up learning. It is much easier to understand difficult sentences in academic books if you have a good vocabulary. People who are well-versed in many topics - and the vocabulary to talk about them - look and sound more intelligent, and they therefore stand a better chance of making progress in academics and jobs.

Vocabulary building and our academic curricula

· Most graduates from our schools and colleges are found to have a vocabulary that is often inadequate for their needs. 

· Most of the time, the source of this deficiency is the curriculum, unfortunately.

· The curriculum doesn’t adequately focus on the development of a well-rounded vocabulary and is also limited in the resources it offers for one to enhance theirs’.

· Majority of the students who have a good command of the English language and a greater vocabulary are usually those who make their own efforts to achieve it.

· When reading, if they come across words unfamiliar to them, they go out of their way to look them up in a dictionary. 

· They try to remember them and use them in their communication.

The Value of Vocabulary Building 

Words are unique and interesting. A limited vocabulary keeps you from expressing your real thoughts and feelings. A strong vocabulary gives you the right words to use at the right time.

· Vocabulary building takes patience and continued effort. Your vocabulary can and should be a reflection of you. Your vocabulary is you. And like you, your vocabulary should be alive. It should change and grow to meet your needs.

· Vocabulary development is also a primary determinant of reading comprehension. Readers cannot understand the content of what they are reading unless they understand the meaning of the majority of words in the text. 


(www.broward.k12.fl.us/esol/Eng/.../PDF/.../12%20Vocabulary.pdf)

· Vocabulary is a basic part of reading comprehension. If you don't know enough words, you are going to have trouble understanding what you read. An occasional word may not stop you, but if there are too many words you don't know, comprehension will suffer. The content of textbooks is often challenging enough; you don't want to work as well on understanding the words that express that content. 

· Vocabulary is a major part of almost every standardized test, including reading achievement tests, college entrance exams, and armed forces and vocational placement tests. Vocabulary is a key measure of both one's learning and one's ability to learn. The more words you know, then, the better you are likely to do on such important tests. 

(http://academic.cuesta.edu/acasupp/as/501.HTM)

Teaching Learning Vocabulary: Place in Curriculum 

· There is a need for direct instruction of vocabulary items required for a specific text.

· Repetition and multiple exposure to vocabulary items are important. Students should be given items that will be likely to appear in many contexts.

· Learning in rich contexts is valuable for vocabulary learning. Vocabulary words should be those that the learner will find useful in many contexts. When vocabulary items are derived from content learning materials, the learner will be better equipped to deal with specific reading matter in content areas.


What the National Reading Panel Says About the Role of Vocabulary in Reading Instruction (Reprinted from National Reading Panel, 2000, p. 4-4)


(http://www.prel.org/products/re_/ES0419.htm)

· Vocabulary tasks should be restructured as necessary. It is important to be certain that students fully understand what is asked of them in the context of reading, rather than focusing only on the words to be learned. Restructuring seems to be most effective for low achieving or at-risk students

· Vocabulary learning is effective when it entails active engagement in learning tasks.

· Computer technology can be used effectively to help teach vocabulary.

· Vocabulary can be acquired through incidental learning. Much of a student’s vocabulary will have to be learned in the course of doing things other than explicit vocabulary learning. Repetition, richness of context, and motivation may also add to the efficacy of incidental learning of vocabulary.
· Studies have indicated that students with strong vocabularies are more successful in school and that a good vocabulary is an influential factor for people who enjoy successful careers in life. Words are the tools not just of better reading, but of better writing, speaking, listening, and thinking as well. The more words you have at your command, the more effective your communication can be, and the more influence you can have on the people around you. 

· In today's world, a good vocabulary counts more than ever. Many jobs provide services or process information, and the skills of reading, writing, listening, and speaking are essential. 


(http://academic.cuesta.edu/acasupp/as/501.HTM)

· How to build vocabulary?
Word parts

· Prefixes are word parts added at the beginning of words, and they dramatically alter a word’s meaning, including changing a word to its opposite meaning: correct-incorrect; regard-disregard.

· Suffixes are word parts added at the end of words. A suffix can change a word’s part of speech: jump (verb) -jumper (noun); poison (noun)-poisonous (adjective).

· Roots are the base part of words. They convey the bulk of a word’s meaning.

(Smith, 2012: p.1)

· Prefixes are ………….

· Prefixes [pre (before) + fix (fasten) = fasten before] are groups of letters placed before words or roots. Prefixes modify or extend the meanings of words and roots.  
under, mega , sub , arch , over , micro

    ……..line = to emphasize     

· …………  normal = below normal average   

· ……phone = a cone-shaped device held to the mouth to intensify and direct the human voice     

· ……nourished = not sufficiently fed      

· ……..-rebel = the main rebel           

·  ………..fine = extremely fine size or texture, very fine in quality    

·  ……… take = to go before another vehicle on the road   

· ……. computer = a small computer based on a microprocessor   

·  …………  come = to beat or win a victor            

·  ………… bred = not given enough food                

· …………size = smaller than normal for its kind        

· …………merge = to go under      

· …….-opponent = the main opponent      

· … film = a film with photographed materials in greatly reduced size   

· ……… estimate = to give something higher importance   

under , mega , sub , arch , over , micro

·     ……..line = to emphasize     under

· ……  normal = below normal average   sub

· …….phone = a cone-shaped device held to the mouth to intensify and direct the human voice    mega 

· …….nourished = not sufficiently fed     under

· …….-rebel = the main rebel           arch

·  …….fine = extremely fine size or texture, very fine in quality   mega 

·  ……take = to go before another vehicle on the road   over

· ……. computer = a small computer based on a microprocessor   micro

·  ……  come = to beat or win a victor   over

·  ……  bred = not given enough food   under

· …size = smaller than normal for its kind under

· …erge = to go under       sub

· …-opponent = the main opponent   arch

· … film = a film with photographed in greatly reduced size   micro

· …… estimate = to give something higher importance    over

Trans, pan, super, out, dis, hypo, auto, con, de, circum, anti, ante, ultra

· ……power = a state powerful enough to influence events throughout the world    

·   …..swim = travel faster through water than competitors          

·  ….dermic = a way of injecting drugs under a person's skin       
 … -light = extremely light   

·  …  class = belonging to the lowest and least privileged social stratum 
  … -room = A large entrance or reception room or area        
·   ….   pathy =  dislike, opposite feeling   

· ..….  scribe = draw a line around                       
·   …  verse = Carry on a conversation

· …  loading =  self-loading
· …. Organization = A condition in which an orderly system has been disrupted  
· …  activate =  Remove from active military status or reassign      

· …..  arthritis =  Inflammation involving all the tissues of a joint            
· ...  action = The act of dealing  within or between two groups             

· …. figure =  Mar or spoil the appearance of          
· …. Polar =  Located or found around a polar region       
Trans, pan, super, out, dis, hypo, auto, con, de, circum, anti, ante, ultra

· …power = a state powerful enough to influence events throughout the world    ..super

·   …..swim = travel faster through water than competitors      .out     

·  …..dermic = a way of injecting drugs under a person's skin hypo

· ……. -light = extremely light    ultra

· ….  class = belonging to the lowest and least privileged social stratum under 
  …… -room = A large entrance or reception room or area        ante
·   ….   pathy =  dislike, opposite feeling    anti 

· ..…  scribe = draw a line around        circum
·   …  verse = Carry on a conversation con

·  …  loading =  self-loading auto
· …. Organization = A condition in which an orderly system has been disrupted dis
· …  activate =  Remove from active military status or reassign de

· …..  arthritis =  Inflammation involving all the tissues of a joint pan
· ...  action = The act of dealing  within or between two groups   trans 

· …. Figure =  Mar or spoil the appearance of  dis
· …. Polar =  Located or found around a polar region circum
Circle the best available answer for each of the following: 

1) This newspaper is a BIWEEKLY. 

      a) the newspaper is published once a week

      b) the newspaper is published three times a week

       c) the newspaper is published twice a week 

2) This medicine is a nasal DECONGESTANT. 

      a) the medicine helps to reduce nasal congestion

      b) the medicine causes nasal congestion

      c) the medicine makes your nose bigger 

3) That shopping bag is REUSABLE. 

     a) throw the shopping bag away, we won’t need it again 

     b) don’t throw away the shopping bag because we can use it again. 

     c) if you throw the shopping bag we cannot use it again 

4) I’m sorry I MISREAD the notice and therefore MISUNDERSTOOD the message. 

       a) Did not read the notice correctly and therefore did not understand correctly.

       b) Read the notice and understood the message correctly

       c) Did not read the notice and therefore did not understand the message. 

5) We usually do not publish articles we don’t PREVIEW. 

       a) we usually read articles before publication 

       b) we do not read articles after publication 

       c) we read articles the day we publish them 

6) REFORESTATION will help to RESTORE our environment. 

       a) planting trees again will replenish our environment.

       b) cutting down trees will further help to worsen the environment. 

       c) forests should be cut to improve the worsening environmental pollution 

7) DEFORESTATION will cause environmental DEPLETION. 

       a) Means planting trees will help our environment from depletion 

       b) Means cutting down trees will cause further environmental depletion 

       c) Means too many forests will cause further environmental depletion 

 Concluding remark
 A learner’s lack of existing vocabulary knowledge also acts as an impediment. One of the quickest ways to increase your vocabulary is to build on existing knowledge. This could refer to background information or understanding familiar parts of a word (such as a prefix or suffix).

(http://www.write-better-english.com/importance-of-improving-your-vocabulary.aspx)
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VOCABULARY BUILDING 
PART 2
DR. SARWET RASUL
Vocabulary is the first and foremost important step in language acquisition. When it comes to L2, vocabulary can be a great strength or weakness of a learner. 

Our classroom practices: Vocabulary items are imparted mostly by translation. Either a list of words with their translation at the beginning of the lesson or the translation of the content having new words or glossaries at the very end is sed. This is an erroneous practice as it leads to a state of confusion for the learners.

Patterns of Difficulty in Vocabulary 

· While dealing with vocabulary one should take into account following important aspects of words: 

· their form, 

· their meaning 

· their distribution 

·  their various kinds of classes with reference to their function

Five basic steps to a better vocabulary

· Read

· Listen.

· Write down words you read and hear that you don’t know. 

· Look up the word in a dictionary and write down its meaning in a vocabulary notebook.

· Use the new word several times in conversation as soon as you can.


(Brett & McKay, 2012)

Key Strategies in Learning Vocabulary

· Some of the key strategies to unfold the information and meaning of a new word are as follows:
Antonyms

· When one member of a pair of opposites is understood, the meaning of the other can be easily comprehended. This adds an additional word to your vocabulary.
Synonyms

· A synonym may be helpful to understand the different shades of meaning if the synonym is better known than the new word.  Synonyms help to enrich a learner's vocabulary bank and provide alternative words instantly.
Definitions

· Definitions in the target language may be very handy.

· Specially if they are expressed in terms that are better known or more easily guessed than the word that is defined. 

Context

· The context makes the situation clear, and this in turn illuminates the meaning of the new word. This practice saves time and develops an intensive reading habit and better understanding.

Pictures and Drawings

· Pictures or drawings, if you can lay hand on, are of great support in understanding the new word. Sometimes pictures and drawings help in understanding the meaning of things, actions, qualities, and relations. 

Series, Scales, Systems

· The meaning of words such as the months of the year, the days of the week, the parts of the day, seasons of the year, ordinal numbers, cardinal numbers, etc. that form part of well-known series are understood and learnt better by placing  them in their natural  order in the series.
Parts of Words

· The parts of complex and compound words may be more common than the words themselves. Separating such words into their component parts generally elaborates the meaning.
Illustrative Sentences

· Most words have a variety of restrictions on their use. Appropriate illustrative sentences or examples that elucidate the range and variation of usage help learning new vocabulary items.
Practice from Meaning to Expression

· A careful and continuous practice can help in building vocabulary. 

Reading the Word

· Sometimes reading words aloud is also very beneficial. It makes a learner familiar with the word, removes hesitation attached to the use of a new word, and also improves pronunciation.
Writing the Word

· Write the new word while the auditory memory is fresh, even if the objective is only to read. Writing or copying the word gives a chance to understand the grammatical aspect of the word such as noun, verb, adverb, adjective etc. in the context. It also helps to retain the new vocabulary item. 

Using roots for vocabulary building 

· Words did not just happen. They grew. And if you learn how they grew-what original roots they came from-you’ll find it easier to remember them.

· The best first step in vocabulary building, then, is to become familiar with some word roots because learning the root of one word often gives a clue to dozens or hundreds more. 



(Friend, Knight & Glazier,  2012: p.1) 

Synonyms
· Synonym is nothing but the similar meaning of a particular word or its semantic relation. So, it is a word or a phrase that means the same as another word or a phrase in the same language. 

Give words or short phrases similar to the words in red below.

· The President of the college refused to abolish the physical education requirement.

· An abusive parent damages a child both physically and mentally.

· I fail to understand what actuated you to reply to this letter so nastily.

· Some species of animals have become extinct because they could not adapt to a changing environment.

· We must learn to meet adversity gracefully.

· His ambiguous instructions mislead us.

· Visiting the site of the explosion, the President wept to see the anguish of the victims.

· The attentive audience watched the game of the tennis match, never taking their eyes from the ball.

· Mr. X was a benevolent employer who wanted to make his employees happy and comfortable.

· Thanks to the good harvest who had a bountiful supply of food.

· We were impressed by the breadth of her knowledge.

· In the capacious area of the railroad terminal, thousands if travelers were waiting for their trains.

· Solids have a greater tendency to cohere than liquids.

· We planned to compile a list of words most frequently used in the test.

· Did you concur with the decision of the court?

· Brutus joined in the conspiracy to kill Julius Caesar.

· If you delete this paragraph the composition will have more appeal.

· Upon the demise of the dictator, a bitter dispute about succession to power developed.

· He refused to disclose any information about his company.

· The diversity of colleges in the country indicates that many levels of ability are being served.

· After her appointment to this eminent position, she seldom had time for her friends. 

· Jill esteemed Jack’s taste in music.

· Fallacious reasoning does not always bring good results.

· The committee discussed all the side issues except the fundamental problem.

· Rest and proper nourishment should facilitate the patient’s recovery.

· It is not feasible to build a new campus in the town.

· The company offered to give one package gratis to every purchaser of one of their products.

· The governor’s appointment of his brother –in-law to the state supreme court was a flagrant violation of the state laws.

· When her supervisor ignored her complaint, she took her grievance to the union.

· His haphazard reading left him unacquainted with many classic books.

Antonyms
Antonyms are the negative connotation of a particular word. An Antonym is a word or phrase that is opposite in meaning to a particular word or a phrase in the same language. 

Activity 1 







Time: 1 minute

· Here are 10 words. See which of these are to be used in the given blanks.


[image: image45]

[image: image46]
Answers

· 1. askew; 

· 2. aggregate; 

· 3. astute; 

· 4. abject;

· 5. augment; 

· 6. adverse

(Bonet, 1992: p.101)

Activity: Odd word out         




Time: 1 minute

Pick the word that does not fit in the sequence. 

1
deserving    honorable    worthy    hostile 

2
vivid    tedious    dull    boring 

3
fathom    comprehend    understand    genesis

4
controversy    rectify    disagreement    quarrel 

5
trivial    unimportant    insignificant    zany

6
initially    ultimately    eventually    finally 

7
refurbish    clean    depressing    repair 

8
contemplate    nourish    feed    foster 

9
overt open unconcealed adage 

10
remorse ideal optimum favorable 

11
malady disease sickness levity 

12
wise kowtow careful prudent 

13
anger jargon wrath rage
(McDermott, 2006: p.73)

Answers

1. hostile 

2. vivid 

3. genesis 

4. rectify 

5. zany 

6. initially 

7. depressing 

8. contemplate

9. adage

10. remorse 

11. levity 

12. kowtow 

13. jargon

Activity 3: 


Time:1 minute (McDermott, 2006: p.73)


Fill in the blank with the appropriate bridge word / phrase. (some may be used more than once) 


· find common ground 

· based on the evidence 

· hypothetically speaking 

· however 

· nevertheless 

· in conclusion

· as a matter of fact

· create an undue burden 

· in actuality 

· as a result 

· from time to time 

· for example 

· accordingly

Now apply these:
1. She is a calm person; ______________________, if you irritate her, she will become very angry. 

2. It is hard for me to _____________________ with him, because he is so different from me. 

3. I love jewelry, like rubies, __________________. 

4. He likes to go to the movies ______________________. 

5. To exploit workers is to _____________________ on their families. 

6. No, ___________________, I do not think I will be able to come over. 

7. ___________________, I have nothing else left to say but goodbye. 

8. Lila is in a wheelchair _____________________ of the accident. 

9. Rita doesn't like the beach, but she is going to the volleyball game there _____________________.

Answers:

1. however 

2. find common ground 

3. for example 

4. from time to time 

5. create an undue burden 

6. as a matter of fact 

7. In conclusion 

8. as a result 

9. nevertheless

Activity                                    Time: 1 minute

Put the words in brackets in the appropriate form (use a prefixes or a suffixes):

1. He was acting in a very ______way. (child)

2. She looked ______.She started to cry. (happy)

3. He passed his exam. He was ______for the second time. (success)

4. The team that he supported were able to win the ______. (champion)

5. I couldn't find any ______in his theory. (weak)                                  

6. He wants to be a ______when he grows up. (mathematics)

7. There were only a ______of people at the match. (hand)

8. The road was too narrow, so they had to ______it. (wide)

9. I think that you should ______your decision. It may not be the best thing to do. (consider)

10. You need a ______of motivation, organization and hard work to realize your dreams. (combine)
(http://www.myenglishpages.com/site_php_files/vocabulary-exercise-affixes.php)

Answers

· 1. childish                     2. unhappy

· 3. successful                4. championship

· 5. weakness                 6. mathematician

· 7. handful                     8. widen 

· 9. reconsider               10. combination

Vocabulary Multiple Choice Worksheet

For each question below, choose the best answer from the four possibilities. Think also about why the other three choices are NOT possible.
1. You can exercise your ____________ to cancel the contract immediately, but you wouldn't receive any money at that point.
a. duty
b. obligation
c. right
d. possibility

2. We were all in ____________ of the fact that the new manager was our old friend Duncan.
a. surprise
b. shock
c. awe
d. amazement

3. The icy road conditions ____________ in over twenty minor accidents this morning, but fortunately no-one was seriously injured.
a. resulted
b. caused
c. culminated
d. blamed

4. My uncle Warren is a thoroughly despicable character. His one ____________ feature is that he loves children.
a. saving
b. recovering
c. improved
d. redeeming
5. I don't think anyone understood what I was saying at the meeting, did they? I totally failed to get my point ____________.
a. around
b. about
c. across
d. along

6. There was a veritable ____________ of angry phone calls from members of the public complaining about the new controversial series on TV.
a. gale
b. flood
c. storm
d. earthquake

7. The sales practices of this company will have to be totally ____________ if we are to save it.
a. overthrown
b. overhauled
c. overrun
d. overwhelmed

8. For lunch, I always have something quick and easy: a sandwich, a salad, toast and the ____________.
a. same
b. similar
c. like
d. rest

9. The government announced today that they intend to ____________ the rise of crime in the inner cities by increasing police budgets in the areas most affected.
a. beat
b. win
c. retaliate
d. counter
10. We weren't ____________ of the danger we were in until it was too late and the ice started to break. We are lucky to be alive!
a. alive
b. alert
c. awake
d. aware
http://www.esl-lounge.com/level6/lev6vocabmc3ans.php

The Benefits of Building Your Vocabulary


1. Gives you the ability to say what you mean.

2. Helps you understand other people.

3. Helps you understand what you read. 

4. Assists you in becoming a more informed and involved citizen.

5. Allows you to communicate effectively. 

6. Boosts your powers of persuasion.

7. Helps you make a good impression on others.


(Brett & McKay, 2012)

Road Blocks to Vocabulary Development

There are also some common obstacles or road blocks when improving you vocabulary. This should not be taken in a negative context. All it requires is patience and some effort. Awareness of these road blocks will ensure you are not deterred from building your vocabulary when confronted by them. Some of these include:

Vocabulary is multifaceted.

A word can have different meanings when used within different contexts. 

Words can mean different things just by the way they are said. 

Our spoken word differs to our written vocabulary. For some of us, this vocabulary can almost be polar opposites. With oral vocabulary, we can manage communication by using less range and less depth. Hand gestures, body language, and facial expressions make up a very large segment of our verbal communication. In contrast to this, however, we don’t have any of these aids at our disposal with the written word. As such, a richer vocabulary is needed to accurately convey a message. 

The sheer quantity of words in a language can impact upon improving your vocabulary. The amount of words in everyday language is staggering in itself; however, we are also required to learn specialized vocabularies as well. This can include business vocabulary or academic vocabulary.

   
(http://www.write-better-english.com/importance-of-improving-your-vocabulary.aspx)

Helping hints for Vocabulary development

•   Eliminate distractions. 

•   Read as often as possible. 

•   Keep an orderly notebook for vocabulary work. 

•   Do many practice exercises. 

•   Analyze words by learning prefixes, roots and suffixes. 

•   Memorize a few words every day. 

•   Organize a schedule. 

•   Manage time carefully, and do not wait until the last minute. 

•   Use online resources for better understanding. 

•   Learn to skim dense material. 

•   Avoid cramming information. 

•   Try teaching the material to someone else. 

•   Summarize newly-learned information in writing. 


(McDermott, 2006: p.66)

…………………………………………….
VOCABULARY BUILDING 
PART 3
Activities are provided in a separate file named as “More Vocabulary Activities”.
……………………………..
EFFICIENT USE OF MEMORY
DR. SARWET RASUL
This Session deals with:
· What is memory building or efficient use of memory?

· Mental processes involved in remembering

· Role of Short term Memory

·  Common Problems of Students

· Strategies to remember 

· Memory as a Problem Solving Tool

Mental Processes Needed for Reading 

· Reading is more than recognizing letters and the sounds they represent. In order for readers to comprehend what they read, they have to perform a number of mental processes. 

· First, they have to recognize the letters on the page. They have to remember the sounds those letters represent and they have to be able to understand how the sounds blend together to form words. 

The Role of Short-Term Memory in Reading Comprehension 

· It is short-term memory that allows readers to perform all the tasks required for reading. 

· When children are learning to read, their working memory capacity is not sufficient to allow them to remember everything they need to remember. 

· Most adults have experienced this decoding and comprehension problem when they read highly technical information written in long sentences full of specialized vocabulary. 

· Being familiar with the vocabulary and having the information presented in shorter sentences helps us understand more easily.

Working Memory

· Working memory is the kind of short-term memory that stores information for a short amount of time as we're working with it. It's actually the process of temporarily storing and manipulating information. Researchers believe that short-term memory is critical for reading comprehension. Short-term memory capacity increases with age and is dependent on the development of the front part of the brain (frontal lobes). Until it is sufficiently developed, the brain can't both process and store information. In other words, there is a trade-off between decoding words and remembering what they mean. The brain can do one or the other, but not both. 



Common Problems of Students 
How to manage to get through your reading, and retain what you have read?

Always remember:
Academic material is not meant to be read.
It is meant to be ransacked for essential content.

Be selective.

Check through the items on your reading list.
Which are basic texts, and which are more detailed? (Will you need basic information or more specific information for your assignment?)
Which are the most accessible to you? (Texts which are crystal clear to one person may be incomprehensible to another, and vice versa—this is not a matter of 'intelligence', but of a preference for a particular presentation and style)
Which are reasonably available? 

Set a realistic time frame for any reading task.

Do not read any longer than you can concentrate. It doesn’t matter if your attention span is short—just set your tasks accordingly.

Never read without specific questions you want the text to answer.

If you want your reading to stay in your memory, you must approach your text with a list of questions about the particular information you are after, and search the text for the answers to those questions.
Don't just read with the hope that an answer will appear.

Never start reading at page 1 of the text, but look for the summary, conclusion, subheadings, etc.

If there is a summary, a conclusion, a set of sub-headings, or an abstract, read that first, because it will give you a map of what the text contains. You can then deal with the text structurally, looking for particular points, not just reading ‘blind’ and so easily getting lost.
Read only as much as you need to get the information you are after.

For example, if a piece of information you need is in the abstract of an article, why read the whole article unless you have time to spare?
If a point is clear from reading a summary, is there any benefit in reading through the complete text of a chapter?
If you are interested in the overall findings of a study, do you really need to read the methodology and results sections?
Always keep in mind what you need, what is relevant to the question you are asking the text.

Always keep in mind what you need, what is relevant to the question you are asking the text.

For example, rather than reading all of a series of articles on a topic, consider whether the literature review in the last article of the series will give you enough to go on with. You can be infinitely creative with your time- and labour-saving strategies. 

How do you remember what you have read?

One of the basic principles of memory is that the quality of memory is related to the quality of your interaction with what you are trying to remember. If you have organized, dissected, questioned, reviewed and assessed the material you are reading, it will sit more firmly in your memory. 
How do you remember what you have read?

Why is it so easy to remember the contents of an article about something you are really interested in? It is because you get involved personally in the events and images the text portrays. You can harness some of the same memory potential in academic reading by adopting a particular kind of involved ‘active reading’.

Learn to use your own cognitive strengths—visual, oral-aural, systematic, etc.—to create memorability in your reading. Imagine, visualize, recite, act out your academic material, get it out of the dry text-on-page (or screen) context and put some real life into it.

A final hint—don't take notes whilst you are reading. Instead, try dividing your reading into short sections, closing the book when you have read a section, and writing a summary from memory. The things you recall are strengthened in memory by the act of recall, and the correction of things you leave out or get wrong helps fix them in memory as well.

Reading in anticipation of writing a summary improves reading by becoming more analytical and conscious of ‘key points’. (www.canberra.edu.au/studyskills/learning/reading)

Tips for enhancing your ability to learn and remember 

· Pay attention. You can’t remember something if you never learned it, and you can’t learn something—that is, encode it into your brain—if you don’t pay enough attention to it. It takes about eight seconds of intense focus to process a piece of information into your memory. If you’re easily distracted, pick a quiet place where you won’t be interrupted.

· Involve as many senses as possible. Try to relate information to colors, textures, smells, and tastes. The physical act of rewriting information can help imprint it onto your brain. Even if you’re a visual learner, read out loud what you want to remember. If you can recite it rhythmically, even better.

· Relate information to what you already know. Connect new data to information you already remember, whether it’s new material that builds on previous knowledge, or something as simple as an address of someone who lives on a street where you already know someone.

· For more complex material, focus on understanding basic ideas rather than memorizing isolated details. Practice explaining the ideas to someone else in your own words.

· Rehearse information you’ve already learned. Review what you’ve learned the same day you learn it, and at intervals thereafter. This “spaced rehearsal” is more effective than cramming, especially for retaining what you’ve learned.
http://www.helpguide.org/life/improving_memory.htm

· Memory as a Problem-Solving Tool
Most of your academic tasks are problem solving tasks. Memory can be used as an effective tool for problem solving

STORAGE: ORIGINAL AWARENESS with INTENTION TO REMEMBER
· It is useful to consider memory as a two-step process:

 Storage and retrieval. 

·  If you want to remember something, it must be “stored” in your memory.

· After being introduced to someone, have you ever forgotten the name?  When this happens you typically haven't forgotten the name, because you never really “had it."  But if you listen carefully (original awareness) and then silently review the name (intention to remember), the name is now stored in your memory so you can remember it later.  When you find something worth remembering in your reading or problem-solving practice, stop for a few seconds and review it before you lose it!

RETRIEVAL: The importance of ORGANIZATION
· It's easy to find page 86 of a book, the word “grace” in a dictionary, or a book in a library, due to organization.  Book pages are in numerical order, dictionary words are alphabetical, and library books are arranged according to a system (Library of Congress, Dewey Decimal,...).  Logical organization also makes it easier to retrieve information from your memory.  Here is an example.


Remember 1:  For a few seconds, look at these 22 letters:

t s e k h a u o e n d y g c a l h t e y n m

        Then close your eyes and try to remember all of them; don't leave any letters out, and don't put any extras in.
        If you were given enough time and incentive, you could memorize these letters.  But there is a better way to do it — by using organization!

Remember 2:  Try to remember these letters after a few seconds of study:  

sneaky the lunch dog my ate

Why is this easier to remember?
1) QUANTITY:  It's easier to remember 6 things (in #2) than 22 things (in #1).
       

2) MEANING:  Simply forming letter-groups isn't enough.  Is it easy to remember letter-groups like “temuy acnh gnte ysol aek dh"?  No, because they are not organized into words that have meaning.  A meaningful "lunch” is easy to remember, but not nonsensical letter-groups like “temuy”.
3) STRUCTURE:  Can you organize the words of  #2 into a sentence?  What does the dog do?

If you want to remember something (concepts, equations, problem-solving strategies,...), review it. 

A balanced review distributed throughout the course is better than cramming.

Various types of review offer advantages.  For example, Flash Cards require activity, Summary Notes provide organization, and both let you make quick reviews of the entire chapter.  Generally, review is more effective when you are active.
http://www.asa3.org/ASA/education/learn/203.htm#203

· One powerful organizing technique is summary notes. 

· To make them, choose the most important ideas from your textbook, lecture notes, and problem-solving practice, then organize these ideas into a unified summary.   

· Divide information into idea-clusters, spread these all over the page, and use spatial cues to show their relationships.  Use flowcharts, hierarchy structure, relational concept maps, logical outlines, tables, or free-form chaos. 

Uses of a summary

· And when you study it, a summary is useful in many ways.  It will help you to:

1) memorize.  When information is condensed in a small area you can literally see the visual and logical interconnections, and it is easier to understand relationships.  Because the information is organized on paper, it is easier to organize in your mind, which makes it easier to remember!  And summary notes are short, so you can do many quick yet thorough reviews.
2) develop problem-solving strategies.  Most of the tools you need are available in clear view, so you can focus your attention on how to use them.
3) acquire more knowledge.  New information is easier to understand when it is related to what you already know, if it is a variation on a familiar theme, or is a logical consequence of a principle you understand. 

In short, summary notes organize the essential ideas into a framework, providing a structure where you can insert details and new ideas.

To Sum up this part it can be said:

· 1) learn with intention-to-remember, 

·  2) organize the information (with intrinsic logic or an external system),  

· 3) review actively and often, using appropriate cues.

· Another Tip

Read a list of 15 words, pausing 5 seconds between each word.  After reading the words to the students, they will be asked to write down as many as they can remember. 

· Word List for Part I:

· dog                 horse

· strawberry      carrots

· cow                 apple

· onion               chicken

· orange            corn

· squash            grapefruit

· rat                    celery

· plum

Now Use Memory techniques of visualization, organization and repetition. 

· Organization by three categories: sea creatures, kitchen utensils, and tools. 

· For example, visualize the sea creatures in an aquarium.  Set the kitchen utensils on a table.  Put the tools in your toolbox or picture yourself using the tools. Put action and color into the pictures.  

· Repetition helps.  We need to keep these words in our minds for at least 5 seconds to become part of long-term memory. 

· Again read these words and pause 5 seconds between the words:

Sea Creatures                       Kitchen Utensils                    Tools
Shark                                      Plate                                       Drill

Starfish                                   Cup                                         Nail

Tuna Fish                               Sugar Bowl                            Wrench          

Eel                                          Knife                                       Saw

Crab                                       Drinking Glass                       Screwdriver

EXERCISE: Here is an exercise! 

Experiments with elementary school children have proved that they learn the skills and attitudes needed in research, usually with good results. The laboratory plan of instruction in which small cluster groups or individuals work on simple experiments has advantages over the usual textbook assignments.

Now answer these questions!

· What have experiments with elementary school children proved?

· A. It is possible for a child to learn skills needed in research

· B. Children cannot learn skills needed in research.

· C. Children are capable of doing much better research then adults.

· D. Elementary school children are incapable of learning and retaining basic skills.

· Laboratory instruction is characterized by

· A. Experimentation in the classroom.

· B. Experiments done by the teacher before the entire class.

· C. Individual research and field work done by the children.

· D. Experimentation by small groups or individuals.

· What is the effect of laboratory plan instruction?

· A. It is harmful to the children.

· B. It is found to be less advantageous then textbook assignments.

· C. It is advantageous over the usual methods of teaching by textbooks.

· D. It is generally not preferred by students.

· Here are the answers!

· What have experiments with elementary school children proved?

· A. It is possible for a child to learn skills needed in research

· B. Children cannot learn skills needed in research.

· C. Children are capable of doing much better research then adults.

· D. Elementary school children are incapable of learning and retaining basic skills.

· Laboratory instruction is characterized by

· A. Experimentation in the classroom.

· B. Experiments done by the teacher before the entire class.

· C. Individual research and field work done by the children.

· D. Experimentation by small groups or individuals.

· What is the effect of laboratory plan instruction?

· A. It is harmful to the children.

· B. It is found to be less advantageous then textbook assignments.

· C. It is advantageous over the usual methods of teaching by textbooks.

· D. It is generally not preferred by students.

Here is another exercise!

Like the parents, the teacher is often a model for the imitation and identification. School situations may imprint certain pictures in the child’s mind which serve as standard for the judgment of proper behavior in the future. Event when the teachers tactic, he may adopt them himself on a later occasion.

Now answer these questions!

· According to the paragraph, children tend to

· A. Imitate their teachers rather then their parents

· B. Use both their parents and their teachers as model for behavior.

· C. Act in directed opposition to their teacher’s and parent’s behavior.

· D. Identify only with their parents

· With regret to judgments for proper behavior, students

· A. Are infinitely influenced by school situations.

· B. Are sometimes influenced by school situations.

· C. Are never influenced by school situations.

· D. Rarely if ever use school situations as standards.

· If a child resents a teacher’s behavior

· A. He will seldom use these same tactics.

· B. He will avoid any similar to such behavior.

· C. He may still, however, at times adopt these same tactics.

· D. He will still always adopt this same behavior on late occasions.

Here are the answers!

· According to the paragraph, children tend to

· A. Imitate their teachers rather then their parents

· B. Use both their parents and their teachers as model for behavior.

· C. Act in directed opposition to their teacher’s and parent’s behavior.

· D. Identify only with their parents

· With regret to judgments for proper behavior, students

· A. Are infinitely influenced by school situations.

· B. Are sometimes influenced by school situations.

· C. Are never influenced by school situations.

· D. Rarely if ever use school situations as standards.

· If a child resents a teacher’s behavior

· A. He will seldom use these same tactics.

· B. He will avoid any similar to such behavior.

· C. He may still, however, at times adopt these same tactics.

· D. He will still always adopt this same behavior on late occasions.

Here is yet another exercise!

Fashions are like fads, but change more slowly and are less trivial. Fashions reflect the dominant interest and motives of a society at a particular time. In the eighteenth century, elaborate clothing reflected an ornate and decorative upper-class culture, and the confining styles of the Victorian era reflected Victorian prudishness.

Now answer these questions!

· How do fashions differ from fads?

· A. Fashions are slower in changing and are more trivial.

· B. Fashion changes more often and are less trivial.

· C. Fashion change from season to season and are very trivial.

· D. Fashions are slower in changing are less trivial.

· Fashions are reflections of

· A. Social pressure at a particular time.

· B. Outstanding social interests and motives at a particular time.

· C. The social interest of the elite group.

· D. The change of seasons only.

· Eighteenth-century fashions reflected the ornate and decorative culture whereas the Victorian fashions reflected

· A. Victorian prudishness.

· B. Victorian peasant life.

· C. Victorian frivolity

· D. The prudishness of the lower class.

See the answers!

· How do fashions differ from fads?

· A. Fashions are slower in changing and are more trivial.

· B. Fashion changes more often and are less trivial.

· C. Fashion change from season to season and are very trivial.

· D. Fashions are slower in changing are less trivial.

· Fashions are reflections of

· A. Social pressure at a particular time.

· B. Outstanding social interests and motives at a particular time.

· C. The social interest of the elite group.

· D. The change of seasons only.

· Eighteenth-century fashions reflected the ornate and decorative culture whereas the Victorian fashions reflected

· A. Victorian prudishness.

· B. Victorian peasant life.

· C. Victorian frivolity

· D. The prudishness of the lower class.

Review of the Session

· What is memory building or efficient use of memory?

· Mental processes involved in remembering

· Role of Short term Memory

·  Common Problems of Students

· Strategies to remember 

· Memory as a Problem Solving Tool

…………………………………………………………..
DEVELOPMENT OF WRITING SKILL
DR. SARWET RASUL
This session presents:
· Introduction to writing skills/ sub/skills

· What are writing skills?

· Why writing skills?

· Needs analysis for writing

· Types of writing: Features of formal and informal writing

· What is academic writing?

· Types of academic writing

· Writing as a Study Skill: The process of writing for a student

· Mind Mapping

Writing skills are specific abilities which help writers put their thoughts into words in a meaningful form and to mentally interact with the message.

Why writing skills are important?

· Ability to Express:

· Writing skills help the learner to communicate in writing with independence, accuracy, fluency, comprehensibility and creativity. 

· Encoding message for others:

· If learners have mastered these skills, they will be able to write so that not only they can read what they have written, but other speakers of that language can read and understand it.

Here are some writing goals as defined by Hampton 1989:  

· Writers are independent when they are able to write without much assistance. 

· Writers gain comprehensibility when they can write so that it can be read and understood by themselves and others. 

· Writers are fluent when they are able to write smoothly and easily as well as understandably. 

· Writers gain creativity when they can write their own ideas, not copying what has already been written, so that they can be read and understood. 

· Great writing requires an extensive skill set. 

· The writer has to understand:

· vocabulary

·  syntax 

· Context

· grammar 

Then come:

Organization into paragraphs

· Nobody is born knowing how to write. 

· We all have to work at building and growing our writing skills.

· Better writing is not something that happens overnight.

· It is a long-term goal.

BUT

First we have to identify our writing needs.

How to write Efficiently, Effectively, and Clearly 

Format 

· The first step to writing clearly is choosing the appropriate format. Do you need to send an informal email? Write a detailed report? Create advertising copy? Or write a formal letter? Each of these needs a specific format.

· The format, as well as your audience, will define your "writing voice" – that is, how formal or relaxed the tone should be. For instance, if you write an email to a teacher, should it have the same tone as an email to a friend? Definitely not. 

· Start by identifying who will read your message. 

Composition and Style

· Once you know what you are writing, and for whom you are writing, you actually have to start writing.

· A blank, white computer screen is often intimidating. And it's easy to get stuck because you don't know how to start. Try these tips for composing and styling your document:

Start with your audience – Remember, your readers may know nothing about what you are telling them. What do they need to know first? 

· Create an outline – This is especially helpful if you're writing a longer document such as an essay, a report, a presentation, or a speech. Outlines help you identify which steps to take in which order, and they help you break the task up into manageable pieces of information. 

· Identify your main theme – If you're having trouble defining the main theme of your message, pretend that you have 15 seconds to explain your position. What do you say? This is likely to be your main theme. 

· Use simple language – Unless you're writing a scholarly article, it is usually best to use simple, direct language. Do not use long words/ sentences just to impress people. 

Structure of your writing

· Your document should be as "reader friendly" as possible. 

· Use headings, subheadings, bullet points, and numbering whenever possible to break up the text.

· After all, what's easier to read – a page full of long paragraphs, or a page that's broken up into short paragraphs, with section headings and bullet points? 

· Heading should grab the reader's attention.

· Think of other possibilities of visual support: tables, graphs, charts, pictures etc. These visual aids not only keep the reader's eye engaged, but they can communicate important information much more quickly than text.

Proof-Read

· The enemy of good proofreading is speed. Many people rush through their documents, but this is how you miss mistakes. Follow these guidelines to check what you've written:

· Proof your headers and sub-headers – People often skip these and focus on the text alone. Just because headers are big and bold doesn't mean they're error free. 

· Read the document out loud – This forces you to go more slowly, so that you are more likely to catch mistakes. 

· Start at the end of your document – Proofread one sentence at a time, working your way from the end to the beginning. This helps you focus on errors, not on content. 

(www.mindtools.com)
Writing Style_ Formal/ Colloquial

· Colloquial – Informal writing is similar to a spoken conversation.  Informal writing may include slang, figures of speech, broken syntax, asides and so on.  Informal writing takes a personal tone as if you were speaking directly to your audience (the reader). You can use the first person point of view (I and we), and you are likely to address the reader using second person (you and your).

Colloquial 

· Simple – Short sentences are acceptable and sometimes essential to making a point in informal writing. There may be incomplete sentences or ellipsis(…) to make points. 
· Contractions and Abbreviations – Words are likely to be simplified using contractions (for example, I’m, doesn’t, couldn’t, it’s) and abbreviations (e.g. TV, photos) whenever possible.
· Empathy and Emotion – The author can show empathy towards the reader regarding the complexity of a thought and help them through that complexity.
Formal 

· Complex – Longer sentences are likely to be more prevalent in formal writing. You need to be as thorough as possible with your approach to each topic when you are using a formal style. Each main point needs to be introduced, elaborated and concluded.
· Objective – State main points confidently and offer full support arguments. A formal writing style shows a limited range of emotions and avoids emotive punctuation such as exclamation points, ellipsis, etc., unless they are being cited from another source.
· Full Words – No contractions should be used to simplify words (in other words use "It is" rather than "It's").  Abbreviations must be spelt out in full when first used, the only exceptions being when the acronym is better known than the full name (BBC, ITV or NATO for example). 
· Third Person – Formal writing is not a personal writing style.  The formal writer is disconnected from the topic and does not use the first person point of view (I or we) or second person (you).


When to Use Formal and Informal Writing

· A formal writing style is not necessarily “better” than an informal style, rather each style serves a different purpose and care should be taken in choosing which style to use in each case. 

· Writing for professional purposes is likely to require the formal style, although individual communications can use the informal style once you are familiar with the recipient.

· Note that emails tend to lend themselves to a less formal style than paper-based communications, but you should still avoid the use of "text talk". If in doubt as to how formal your writing should be, it is usually better to err on the side of caution and be formal rather than informal. 

http://www.skillsyouneed.co.uk/Write/formal_and_informal_writing.html#ixzz2G5LICOpx

Students and Writing: Introduction to Academic Writing 

What is ACADEMIC WRITING?
Academic writing is:

·    linear

·    informative

·    standard written format of language

Academic document types

· Book

· Book report

· Conference paper

· Dissertation/Thesis

· Essay 

· Explication

· Research Paper

· Technical report

· Translation

Academic Writing Types Students are Exposed to…

· Exam questions & Essay titles that students write.

· Instructional material, or hand-out, or reading list; usually meant for students to read.

· Presentations; usually short, often illustrated.

Research & Planning

Experiment plan.

Research Report.

Raw  data collection plan.

Structured notes.

Disseminating knowledge outside the academy

Call for papers

Documentary film script or Television/ Radio script

Obituary

Opinion: an academic may sometimes be asked to give an expert written opinion

Review of a book, film, exhibition, event, etc.

Pamphlet, position paper, or briefing paper.

Collating the work of others

Anthology, collection, collation, ordering and editing of the work of others.

Monograph or exhibition catalog; usually containing exemplary works, and a scholarly essay. Sometime contains new work by a creative writer, responding to the work.

Features of academic writing

There are eight main features of academic writing. 

·  complex

·  formal

·  precise

·  objective

·  explicit

·  accurate

·  hedged

·  responsible

· Getting started 

Interpreting the Task
Make sure that you fully understand your task. 

Understanding Assessment Criteria 
Think about how academic work is assessed, particularly the specific task given to you, ensure that you understand how you will be assessed on it. 

Time management

Planning your schedule before you begin an assignment will help you to ensure you have enough time to complete a high quality piece of work.
 






(library.leeds.ac.uk›Skills@Library, Students) 

Finding information and note taking 

Using appropriate, relevant information sources and taking effective notes from them will strengthen the quality of your work.

Mind Mapping as a Tool in academic Writing

How to do a Mind Map

Mind mapping (or concept mapping) involves writing down a central idea and thinking up new and related ideas which radiate out from the centre. By focusing on key ideas written down in your own words, and then looking for branches out and connections between the ideas, you are mapping knowledge in a manner which will help you understand and remember new information. 
Look for relationships

Use lines, colours, arrows, branches or some other way of showing connections between the ideas generated on your mind map. These relationships may be important in you understanding new information or in constructing a structured essay plan. By personalizing the map with your own symbols and designs you will be constructing visual and meaningful relationships between ideas which will assist in your recall and understanding. 

Draw quickly on unlined paper without pausing, judging or editing

All of these things promote linear thinking and the idea of mind mapping is to think creatively and in a non-linear manner. There will be plenty of time for modifying the information later on but at this stage it is important to get every possibility into the mind map. Sometimes it is one of those obscure possibilities that may become the key to your knowledge of a topic. 

Write down key ideas 

Some students find that using capital letters encourages them to get down only the key points. Capitals are also easier to read in a diagram. You may, however, wish to write down some explanatory notes in lower case. Some students do this when they revisit the mind map at a later date while others write in such things as assessment criteria in this way. 

Put main idea in the centre

Most students find it useful to turn their page on the side and do a mind map in "landscape" style. With the main idea or topic in the middle of the page this gives the maximum space for other ideas to radiate out from the centre. 

Leave lots of space

Some of the most useful mind maps are those which are added to over a period of time. After the initial drawing of the mind map you may wish to highlight things, add information or add questions for the duration of a subject right up until exam time. For this reason it is a good idea to leave lots of space. 

(These hints on how to construct a mind map have been adapted from the work of Tony Buzan and others who have promoted mind mapping as a learning and thinking tool. For a full explanation of the mind mapping technique see Buzan, T. (1991). The mind map book . New York: Penguin.)
…………………………………….
SENTENCE STRUCTURE

Dr. Sarwet Rasul

What is a Sentence?

· A sentence is a group of words that tells a complete thought.

· The words in the sentence should be in an order that makes sense.

(https://docs.google.com/viewer?)

· A sentence is the written expression of a complete thought.


(https://www.dlsweb.rmit.edu.au/lsu/content/4_WritingSkills/writing_tuts/sentences_LL/index.html)

· Begin every sentence with a capital letter, and end it with the correct end mark.

Examples:

· Cindi’s cat has white hair.

· Raoul drew pictures of many animals. 


(https://docs.google.com/viewer?)

Sentence Structure

· Sentence structure is the order and arrangement of the clauses in a sentence, which is a group of words that express a complete thought.

· Three of the most common types of sentence structure are simple, compound, and complex sentences. Each of these can be identified by the number and types of clauses found within them. 

(http://www.wisegeek.org/what-is-sentence-structure.htm)

Basic types of a sentence

· There are 4 types of sentences.

· Declarative       

· Interrogative    

· Imperative        

· Exclamatory  

Type of Sentence                          Use                       Punctuation Mark      

Declarative                         Makes a statement                        Period 
                                                                                               ( . )               

Interrogative                          Asks a question                Question Mark  
                                                                                              ( ? )                  

Imperative      Gives a command or makes a request              Period 
                                                                                              ( . )                 

Exclamatory       Expresses strong  feeling                   Exclamation Mark    
                                                                                               ( ! )

(http://www.studyzone.org/testprep/ela4/o/typesofsentencesl.cfm)

Declarative Sentences are used to form statements.
Examples: "Mary is here.", "My name is Mary." 
Interrogative Sentences are used to ask questions.
Examples: "Where is Mary?", "What is your name?" 
Imperative Sentences are used for commands.
Examples: "Come here.", "Tell me your name."
Conditional Sentences are used to indicate dependencies between events or conditions.
Example: "If you cut all the trees, there will be no forest." 
(http://www.scientificpsychic.com/grammar/enggram2.html)

Elements of Sentence Construction

Subjects and predicates

· Every complete sentence contains two parts: a subject and a predicate. The subject is what (or whom) the sentence is about, while the predicate tells something about the subject.

· In the following sentences, the predicate is enclosed in braces ({}), while the subject is highlighted.

· Judy {runs}. 

· Judy and her dog {run on the beach every morning}. 

(http://www.writingcentre.uottawa.ca/hypergrammar/subjpred.html)

· The complete subject tells whom or what the sentence is about.  For example; The house, The red car, or The great teacher.

· The complete predicate tells what the subject is or does.  For example; (The house) is white, (The red car) is fast, or (The great teacher) likes students.

· The house is white.
The car is blue.
The teacher likes students.

(http://www.myschoolhouse.com/courses/O/1/55.asp)

Phrases

A group of two or more grammatically linked words that do not have subject and predicate is a phrase. For example:

· The girl is at home, and tomorrow she is going to the amusement park.

You can see that “the amusement park” is a phrase located in the second clause of the complete sentence above. 

Phrases act like parts of speech inside clauses. That is, they can act as nouns, adjectives, adverbs and so on.

(http://www.dailywritingtips.com/english-grammar-101-sentences-clauses-and-phrases/)

Clauses

· The term "clause" simply refers to a group of words that form an idea, somewhat synonymous with "sentence." An "independent clause" is a phrase that includes a subject and predicate and can stand on its own as a full statement. In contrast to this, a "dependent clause" might have both a subject and predicate but what it expresses is incomplete. This distinction is important, as various types of sentence structure are created by combining these two forms.

 




(http://www.wisegeek.org/what-is-sentence-structure.htm)

Adjective Clauses

· To show that one idea in a sentence is more important than another, we rely on subordination--that is, treating one word group as secondary (or subordinate) to another. 

· One common form of subordination is the adjective clause--a word group that modifies a noun. The most common adjective clauses begin with one of these relative pronouns: who, which, and that.

Adverb Clauses

· Like an adjective clause, an adverb clause is always dependent on (or subordinate to) an independent clause. Like an ordinary adverb, an adverb clause usually modifies a verb, though it can also modify an adjective, an adverb, or even the rest of the sentence in which it appears. An adverb clause begins with a subordinating conjunction--an adverb that connects the subordinate clause to the main clause.

(http://grammar.about.com/od/basicsentencegrammar/a/basicstructures.htm)

Avoiding Fragments

· When dealing with sentence structure, it is important to avoid fragments. A fragment is an incomplete thought or a dependent clause by itself. "However, I went to the store," is a fragment, since there is clearly something missing from the idea expressed by it. It contains a subject and predicate, but the conjunction "however," indicates a missing element. 

(http://www.wisegeek.org/what-is-sentence-structure.htm)

· In the each of the following examples the fragment is the second 'sentence', shown in red:

· I don't think I'm going to get a good grade. Because I didn't study.

· She got angry and shouted at the teacher. Which wasn't a very good idea.

· He watched TV for an hour and then went to bed. After falling asleep on the sofa.

· She got up and ran out of the library. Slamming the door behind her.

· I have to write a report on Albert Einstein. The famous scientist who left Europe to live in the USA.

· After riding my bike without problems for over a year, the chain broke. 40 kilometers from my house! 


(http://esl.fis.edu/learners/advice/syntax.htm)

Avoiding comma splices and fused sentences

· Two common errors in writing are fused sentences and comma splices. 

· A fused sentence is really two sentences joined with no punctuation. 

Example: Tiger Woods began playing golf at an early age he is now the world's greatest golfer. 

· A comma splice is two sentences joined with a comma and no conjunction. 

Example: Tiger Woods began playing golf at an early age, he is now the world's greatest golfer. 

· A comma splice is incorrect because two sentences cannot be joined with a comma alone. They must be separated by something stronger. 

      (https://docs.google.com/viewer?a=v&q=cache)

Sentence types

Simple Sentence

· A sentence with only one independent clause (also known as a main clause).

Examples

· I don't like dogs.

· Our school basketball team lost their last game of the season 75-68.

· The old hotel opposite the bus station in the center of the town is probably going to be knocked down at the end of next year.

(http://esl.fis.edu/learners/advice/syntax.htm)

Compound Sentence

· A  sentence that contains at least two independent clauses.

(http://grammar.about.com/od/c/g/compoundsent.htm)

· "I walked to the store," and "The clerk waved hello," are both simple sentences. They can be joined together to create the compound, "I walked to the store, and the clerk waved hello." 

(http://www.wisegeek.org/what-is-sentence-structure.htm)

    Examples
· I don't like dogs, and my sister doesn't like cats.

· You can write on paper, or you can use a computer.

· A tree fell onto the school roof in a storm, but none of the students was injured.

(http://esl.fis.edu/learners/advice/syntax.htm)

Complex Sentence

· A sentence that contains an independent clause and at least one dependent clause.

(http://grammar.about.com/od/c/g/complexsentence.htm)

· For example, "I walked to the store, and I bought some milk, though I really wanted ice cream," is compound-complex. It begins with a simple sentence, "I walked to the store," which is connected by "and" to a complex sentence consisting of the independent clause "I bought some milk," and the dependent clause, "though I really wanted ice cream." 

(http://www.wisegeek.org/what-is-sentence-structure.htm)

Examples

· I don't like dogs that bark at me when I go past.

· She did my homework, while her father cooked dinner.

· You can write on paper, although a computer is better if you want to correct mistakes easily.

(http://esl.fis.edu/learners/advice/syntax.htm)

Compound-Complex Sentences

· A sentence with two or more independent clauses and at least one dependent clause.

     Examples

· I don't like dogs, and my sister doesn't like cats because they make her sneeze.

· You can write on paper, but using a computer is better as you can easily correct your mistakes.

· A tree fell onto the school roof in a storm, but none of the students was injured, although many of them were in classrooms at the top of the building.

(http://esl.fis.edu/learners/advice/syntax.htm)

Basic pattern of a sentence

There are five basic patterns around which most English sentences are built.

S-V             Subject-Verb

· John sleeps.

·  Jill is eating.

·  Jack will arrive next week.

S-V-O         Subject-Verb-Object

· I like rice.

·  She loves her job.

·  He's eating an orange.

S-V-Adj     Subject-Verb-Adjective

· He is funny.

· The workers are lazy.

·  Karen seems angry.

S-V-Adv     Subject-Verb-Adverb

· Jim is here.

·  Flowers are everywhere.

·  No one was there.

S-V-N         Subject-Verb-Noun

· She is my mom.

· The men are doctors.

· Mr. Jones is the teacher.

(http://www.eslgold.com/grammar/basic_sentence.html)

Activity 1                                   Time: 15 seconds

Identify the following as independent or dependent clauses:

· I like to read. _________________________

· When she goes to school. _________________________

· It was a very good year. _________________________

· Staying alive. _________________________

· Come over to my place. _________________________

· With your jive talking. _________________________

Answers

· I like to read. ___________________independent

· When she goes to school. __________dependent 

· It was a very good year. __________ independent 

· Staying alive. ____________________dependent

· Come over to my place. ______  independent 
· With your jive talking. _____________dependent (shop.bea.vn/.../getlink.php?...SENTENCE_CORRECTION.pdf)
Activity 2                                    Time: 15 sec

Identify the following sentences as simple, complex, or compound:

· My house is very spacious. __________________________

· We went to the restaurant, and we ate a tasty dinner. __________________________

· In the summer time, the weather is hot. __________________________

· Bill has a math test on Monday, so he must

· study hard this weekend. __________________________

· Since I can’t have you, I don’t want anybody else. __________________________

Answers

· My house is very spacious.       ______Simple ________

· We went to the restaurant, and we ate a tasty dinner. _____Compound ________

· In the summer time, the weather is hot. _______Complex ___________

· Bill has a math test on Monday, so he must study hard this weekend. _____Compound ________

· Since I can’t have you, I don’t want anybody else. _______Complex ___________

(shop.bea.vn/.../getlink.php?...SENTENCE_CORRECTION.pdf)

Activity 3                             Time: 30 seconds

· Identify and label each sentence as declarative, interrogative, imperative, or exclamatory. Write the correct punctuation mark after each sentence. 
 
1. This summer, my family will travel to Greece 
2. I am so excited 
3. Do you know where Greece is 
4. Greece is home to many archaeological monuments 
5. You should read Greek mythology 
6. Greek mythology is full of adventures and legends 
7. Hercules, Achilles, and Perseus are all heroes found in Greek mythology 
8. Reading mythology will get you excited about traveling 
9. Would you enjoy a trip to Greece 
10. Come with us 

Answers


1. statement, period . 
2. exclamatory, exclamation mark ! 
3. interrogative, question mark ? 
4. statement, period . 
5. statement, period . 
6. statement, period . 
7. statement, period . 
8. statement, period . 
9. interrogative, question mark ? 
10. imperative, period . OR exclamation mark !

Activity 4                                          Time: 30 sec

Identify each sentence as simple, compound, complex, or compound-complex 

1. Since it was raining , my dad cut the grass, but he didn’t weed the yard.  

2. We hiked from Woodstock to Acworth over the weekend. 

3. Howard was very tired , but he painted the kitchen . 

4. Before the wind blew, it was very quiet. 

5. We vacationed in the North Georgia Mountains.
6. Sam and Kendra went to the mall, and they saw many of their friends. 

7. After John took the test, he was able to relax. 

8. Because she is older, my sister flew on a plane alone, and she visited our grandparents in Ohio. 

9. After John built the wall, he cleaned up his workspace, and he cooked a large family dinner.

(https://docs.google.com/viewer?a=v&q=cache)

Answers

1. Compound Complex 

2. Simple 

3. Compound 

4. Complex 

5. Simple   

6. Compound    

 7. Complex 

8. Compound Complex 

9. Compound Complex

Activity 5                                     Time: 1 minute

1. Which of these is a complete sentence? 

· Under the umbrella 

· I jumped over the puddle 

· My two friends and I  

· Being hungry all day

2. Which of these is a complete sentence?

· The beautiful bluebirds on the tree

· Are flying over the tree

· The bluebirds are flying over the tree

· They flying bluebirds

3. True or False:

This is a complete sentence:

· My father went to the store.

·     True

·     False

4. What type of sentence is the following? 

I hurried over to Varun's house and met Jared on the way. 

· simple 

· compound 

· complex 

· compound complex 

5. Choose the sentence that is written correctly.

· Mrs. Smith has a puppy named Spot.

· Mrs. Smith has a puppy named spot.

· mrs. smith has a puppy named Spot.

· mrs. smith has a puppy named spot.

6. Find the verb in the sentence.

That women is a millionaire.

· is

· millionaire

· women

7. Find the subject and verb in the following sentence.

My voice sounds terrible in the morning.

· sounds, terrible

· My, voice

· voice, sounds

· sounds, morning

8. Identify the statement that is a fragment. 

· Greetings, my friend. 

· I'll do the same for you. 

· "We're having spinach salad." 

· "I made it from scratch." 

9. Which sentence is written correctly? 

· Last week, Karen dance in the ballet. 

· Last week, Karen dances in the ballet. 

· Last week, Karen danced in the ballet. 

· Last week, Karen has danced in the ballet.

10. Find the verb in the following sentence.

The pants feel very itchy.

· Itchy
· feel

Answers

· 1. I jumped over the puddle. 

· 2. The bluebirds are flying over the tree.

· 3. True

· 4. simple 

· 5. Mrs. Smith has a puppy named Spot.

· 6. is

· 7. voice, sounds

· 8. Greetings, my friend. 

· 9. Last week, Karen danced in the ballet. 

· 10. feel

(http://www.testdesigner.com/questions/Sentence_Structure)
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SENTENCE CONNECTORS
DR. SARWET RASUL
This Lesson

· What are sentence connectors?

· Role of sentence connectors

· Types of sentence connectors

· Showing comparison

· Showing addition 

· Showing cause /effect 

· Showing condition

· Showing contrast 

· Showing opposition

· Some more types of sentence connectors

· Activities and Exercises
Sentence connectors - Linking Your Ideas in English
Sentence connectors are used to link ideas from one sentence to the next and to give paragraphs coherence.

Sentence connectors perform different functions and are placed at the beginning of a sentence. 

They are used to introduce, order, contrast, sequence ideas, theory, data etc.

https://www.dlsweb.rmit.edu.au/lsu/content/4...LL/sentence.html 

Sentence connectors - Linking Your Ideas in English

· Help to develop ideas and relate them to one another

· When speaking in a formal context or when presenting complicated information in writing they add sophistication to writing style.

Sentence Connectors - Showing comparison
Source: http://esl.about.com/od/writingadvanced/a/wc_addition.htm


[image: image47]
Sentence Connectors - Showing addition

[image: image48]
Sentence Connectors - Showing cause /effect
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Sentence Connectors - Showing condition
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Sentence Connectors - Showing contrast
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Sentence Connectors - Showing opposition

[image: image52]
MORE SENTENCE CONNECTORS
Source: www2.estrellamountain.edu/faculty/stonebrink/.../transitionsscribd.do...
MORE SENTENCE CONNECTORS

1.    Time

· [image: image1]I read the morning papers for a while. Afterwards, I took a shower.

· First pick up the receiver and then insert a coin into the coin-box.

· At first, I had great difficulty with grammar. Later, however, I was able to overcome these difficulties by studying hard.

· The party is Tuesday, but in the meantime I have to shop and prepare the food.

· They'll be here soon. Meanwhile, let's have coffee.

[image: image106.png]Fixations
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2.    Exemplification

· Women generally live longer than men. For instance, in the United States life expectancy for women is 75, while it is 73 for men.

· Earthquakes can be highly destructive. To illustrate, the earthquake which occurred in Erzincan in 1939 devastated the whole town, killing more than 35,000 people.

3.    Particularization

in particular      particularly      specifically
· Shopping in small markets is quite advantageous. In particular, one can find specialty items that larger stores do not contain.

· We still needed to arrange several details for the trip. Specifically, we had to make plane and train reservations as well as decide on the final itinerary.

4.    Explanation

that is       namely        in other words     that is to say
· The brochure dealt with travelling in Morocco. That is/In other words/ Namely, it discussed transportation, currency, and language.

· The machinery was not impaired; that is, it wasn't damaged.

· Good readers should be able to read between the lines; that is, they should be able to make inferences (=to draw conclusions) about information that is conveyed indirectly or given only partially.

· There is only one topic to discuss, namely, the question of discipline.

· As a child grows up, he learns how to behave in ways which are appropriate to the society into which he is born. That is to say, he acquires the patterns of behavior which are accepted as normal in his society.

5. Emphasis

in fact    indeed    as a matter of fact    actually

· He is quite wealthy. In fact, he is one of the richest men in Turkey. 

· I like reading. As a matter of fact, it is my favorite pastime. 

· Mural is a highly talented musician. Indeed, he has an extraordinary gift for music.

6. Refutation

on the contrary
· She is not ugly. On the contrary, she is a good-looking girl.

· I don't hate classical music. On the contrary, I'm very fond of it.

7. Reformulation

in other words           to put it in a different way,   put differently
· He is a conservative. In other words, he favors the preservation of old institutions in their original form.

· Is there a cheaper solution? In other words, can you make a cheaper device?

8. Correction

rather   to be more precise
· He is enjoying himself. Rather, he seems to be enjoying himself.

· This system must be improved. Rather, it must be thoroughly changed.

· Her name is not Margeret. Rather, it is Margot.

9. Transition

as for           
 as to         
with regard to                 
with respect to
as regards  
regarding  
 as far as X is concerned 

· Both Orkun and Ozkan are my friends. Orkun studies law at Ankara University. As for Ozkan, he studies mechanical engineering at METU. 

· As far as comfort is concerned, a car is definitely much better than a bicycle. On the other hand, with respect to convenience, it is difficult to say the same thing. 

· METU and ITU are similar in several respects (=ways). First, they are both technical universities. Secondly, they are alike as regards the courses offered.

· Sony, which is $550, is much more expensive than Grundig, which is $440. However, as far as quality is concerned (With regard to/ As regards quality), the former is far better than the latter.
10.  Alternative

· You're welcome to come with us now in our car. Alternatively, you could go later with Mary.

11.  Negative Condition

or else           otherwise
· I must leave now, or else I'll be late.

· You must study hard. Otherwise, you may fail.

12.  Summation/ Conclusion

in summary       in brief        in short        in conclusion to be brief        to sum up     all in all
· This is our most disastrous and embarrassing defeat ever; in short, it is a fiasco.

· The system lacked originality, efficiency and ingenuity. In conclusion, it was a complete failure.

13.  Other Sentence Connectors

after all: considering all the factors in the situation

· I don't think he should be punished for breaking the window. After all, he's only five years old.

incidentally/by the way (used to introduce an additional point that the speaker has just thought of)

· Some people, and incidentally that includes Robert, just won't look after themselves properly.

 above all (=more than anything else)

· He misses all of us, but he longs above all to see his family again.

all the same: even so, nevertheless, in any case,

·  I like him; all the same, I don't trust him

 anyway, anyhow, in any case
· I wasn't asked; anyway/anyhow/in any case, I wasn't keen to go.

 instead (used to indicate contrast)

· Mary did not answer. Instead she looked out of the taxi window.

EXERCISE:
Select appropriate connector
in addition, and , and also , likewise, moreover , similarly ,
      neither, either , because , due to , in order to , as 

· In formal western situations men must wear a jacket and a tie; ____________ women must wear a skirt or a dress, not pyjamas.

· Emma Thompson was nominated for an Academy Award as both a screenwriter __________  an actress in 1996 .

· You can't teach navigation in the middle of a storm.  _________ you can not build a system of values in the current educational climate

· Our energy bills have been increasing steadily.  ___________to these costs, our telephone costs have doubled over the past six months.

· Contestants perform on the stage "live" before the judges  _________ millions of television viewers.
· His problems with his parents are extremely frustrating. _________ , there seems to be no easy solution to them.

· Talent shows on television are loved  _____________ hated.   
· As a universal language , Esperanto has never really gained widespread acceptance   __________  its lack of native speakers . 

· Synthetic polymers may be  _______________ thermoplastic or thermosetting depending on the action.
Answers 

· In formal western situations men must wear a jacket and a tie; similarly, women must wear a skirt or a dress, not trousers.

· Emma Thompson was nominated for an Academy Award as both a screenwriter and an actress in 1996 .

· You can't teach navigation in the middle of a storm. Likewise, you can't build a system of values in the current educational climate

· Our energy bills have been increasing steadily. In addition to these costs, our telephone costs have doubled over the past six months.

· Contestants perform on the stage "live" before the judges  and millions of television viewers.
· His problems with his parents are extremely frustrating. Moreover, there seems to be no easy solution to them.

· Talent shows on television are loved  and also hated.   
· As a universal language , Esperanto has never really gained widespread acceptance due to its lack of native speakers . 

· Synthetic polymers may be  either  thermoplastic or thermosetting depending on the action 


ANOTHER EXERCISE:

Select appropriate connector
 because,  because of, if only because, consequently,  as a consequence

10.  There was poor sanitation in the village. _________  she had health problems. 

11. She had health problems ______________ poor sanitation in the village. 

12. Schools for girls were built  ; ____________  girls had a chance to learn about health and life skills.    

13. _____________ girls learned about health skills, they improved the sanitation of their villages.    
14. Many people would love to live in New York;  ____________, life in New York is very expensive
15. She visits the cafe  ______________  she wants to check on her employees. 
16. She needs a job ________________  she needs something to occupy herself everyday. 

17. We are confident  _____________ we are getting your overwhelming support

18. He lacks self-confidence.  _____________ , he is unlikely to be successful.

19. It was sunny ; _________________ , we had to wear sunscreen.

20. She visits the cafe  _________________  she wants a bite to eat. 
Answers

10.  There was poor sanitation in the village. As a consequence,  she had health problems. 

11. She had health problems because of  poor sanitation in the village. 

12. Schools for girls were built  consequently  girls had a chance to learn about health and life skills.    

13. Because  girls learned about health skills, they improved the sanitation of their villages.    
14. Many people would love to live in New York; consequently, life in New York is very expensive
15. She visits the cafe because she wants to check on her employees. 
16. She needs a job if only because she needs something to occupy herself everyday. 

17. We are confident because we are getting your overwhelming support

18. He lacks self-confidence. As a consequence, he is unlikely to be successful.

19. It was sunny; consequently, we had to wear sunscreen.

20. She visits the cafe if only because she wants a bite to eat. 
YET ANOTHER EXERCISE:

Select appropriate connector
as well,    as a result, furthermore, therefore, not only, due to, on account of  

21. Road conditions in the United States suffered a severe setback  _____________  of  the Civil War . 

22. Life in the Sahara has many negative features including aridity and high temperatures but many positive aspects  _______________ .

23. The government has drastically  reduced its spending. ___________ , a number of programs have been canceled.

24. She was often cold  _________ not having shoes, warm clothes or blankets.  

25. Some graduates became valued business owners  ;  _____________  they were invited to serve on business councils.  

26. He reduced the amount of time studying for his final exams. __________  , his marks were rather low.

27. After graduation, the girls were more likely to start small businesses     ___________  their mathematical and accounting skills .

28. Food and drink prices in New York are very high;  _______________ , renting an apartment is very expensive. 

29. We are concerned  ________________  by the costs, but also by the competition.
30. I assured him that I would come to his presentation. ______________ , I also invited a number of important representatives from the local chamber of commerce.

Answers 

21. Road conditions in the United States suffered a severe setback as a result of the Civil War. 

22. Life in the Sahara has many negative features including aridity and high temperatures but many positive aspects as well.

23. The government has drastically reduced its spending. Therefore, a number of programs have been canceled.

24. She was often cold due to not having shoes, warm clothes or blankets.  

25. Some graduates became valued business owners; as a result they were invited to serve on business councils.  

26. He reduced the amount of time studying for his final exams. As a result, his marks were rather low.

27. After graduation, the girls were more likely to start small businesses on account of their mathematical and accounting skills.

28. Food and drink prices in New York are very high; furthermore, renting an apartment is very expensive. 

29. We are concerned not only by the costs, but also by the competition 30. I assured him that I would come to his presentation. 

30. Furthermore, I also invited a number of important representatives from the local chamber of commerce.

……………………………………………..
USE OF ARTICLES

Dr. Sarwet Rasul

This Session

· What are articles? 

· Why Articles?

· Types of Articles

· Rules of using articles

·  Activities and exercises

Articles

Articles are special modifiers that appear before nouns or noun phrases.

Like other adjectives, they help clarify the meaning of the noun in your sentence. (Plotnick)
Basically, an article is an adjective. Like adjectives, articles modify nouns.

Articles are used to differentiate between things or ideas – usually expressed by nouns. The speaker/ writer may be referring to a specific thing or idea, or a general one.

Types of Articles

· English has two types of articles: definite( the) and indefinite ( a, an.)

· The use of these articles depends mainly on whether you are referring to any member of a group, or to a specific member of a group. 
· The is used to refer to specific or particular nouns; a/an is used to modify non-specific or non-particular nouns. We call the the definite article and a/an the indefinite article.

· the = definite article

· a/an = indefinite article

Use of Article The

· 1. We use the to refer to nouns that have already been mentioned or when it is obvious what particular thing is being referred to. 

· Example:

We are sorry to receive your letter of October 30 informing us of an error in carriage changes. The error was due to an incorrect entry in our records which has now been rectified. 
The letter hasn’t arrived yet. 
It takes 45 minutes to get to the airport from our office.   
(http://www.uazone.org/friends/esl4rus/articles.html) 

More examples of the usage of article THE

The main use of the definite article, the, is for definite reference. 

It can be used before singular and plural countable nouns and with uncountable nouns.

Example:

· There is an apple and an orange in the bowl.

· The apple is overripe but the orange seems fresh.

(Bakshi, 2000: p.58)

The definite article is used before singular and plural nouns when the noun is particular or specific. The signals that the noun is definite, that it refers to a particular member of a group. Compare the indefinite and definite articles in the following examples:
(http://www.uazone.org/friends/esl4rus/articles.html)

 We use the to refer to organizations such as 

· the police 

· the army 

· the fire brigade 

· the civil service 

· the Inland Revenue

Countries and Nationalities. The is used to refer to people belonging to nation 
· the Dutch 

· the Irish 

· the Portuguese 

· the Bulgarians 

· the Russians 

· the Poles 

· the Ukrainians

The is not used before most countries, cities and places 

· Italy 

· Laos 

· China 

· Sweden 

· Copenhagen 

· Lima 

· Edinburgh

We also use the to refer to categories of things 

· The pound is a strong currency. 

· The fax machine is useful office equipment.

Very often, an adjective is used with the to make a category or social group 
· the rich, the poor, the unemployment, the well-known
Note. These expressions are plural. However a singular noun also can define category of people: the sole trader, the venture capitalist, etc.

In nouns groups with the word "of", the is compulsory 
· the bank of England 

· the Board of Directors 

· the President of KPN 

· the level of productivity

We use the in superlative expressions, where noun is, by definition, unique 

· Axa is the biggest European insurance company.

The isn’t used in the following cases 

The is omitted before certain "places" used for their routine purpose

· He’s at work. 

· He left college two years ago.

The is not used with personal names 

The is omitted before means of transport (with by) 

· Come/go by (bus / car / train / plane)
· Note. A particular train, flight, plane is used with the. 

 The is not used before the names of meals, unless a particular meal is referred 

· have breakfast 
at tea 
before lunch 
stay for dinner

The isn’t used in the following cases 

· names of cities. Towns, or states (Seoul, Manitoba, Miami)

·  names of streets (Washington Blvd., Main St.)

· names of lakes and bays (Lakc Titicaca, t^ake Eric) except with a group of lakes like the Great Lakes

· names of mountains (Mount Everest, Mount Fuji) except with ranges of mountains like the Andes or the Rockies or unusual names like the Matterhom

· names of continents (Asia, Europe)

· names of islands (Easter lsland, Maui, Key West) except with island chains like the Aleutians, the Hebrides, or the Canary Islands

Do use the before
names of rivers, oceans and seas( the Nile, the Pacific)

· points on the globe (the Equator, the North Pole)

· geographical areas (the Middle East, the West)

· deserts, forests, gulfs, and peninsulas (the Sahara the Persian Gulf, the Black Forest, the Iberian Peninsula)

A/An = Indefinite Article

· A and an signal that the noun modified is indefinite, referring to any member of a group. These indefinite articles are used with singular nouns when the noun is general; the corresponding indefinite quantity word some is used for plural general nouns. The rule is:

· a + singular noun beginning with a consonant: a boy
· an + singular noun beginning with a vowel: an elephant

· a + singular noun beginning with a consonant sound: a user (sounds like 'yoo-zer,' i.e. begins with a consonant 'y' sound, so 'a' is used)

· some + plural noun:  some girls

Example:

· "My daughter really wants a dog for Christmas." This refers to any dog. We don't know which dog because we haven't found the dog yet.

· "Somebody call a policeman!" This refers to any policeman. We don't need a specific policeman; we need any policeman who is available.

· "When I was at the zoo, I saw an elephant!" Here, we're talking about a single, non-specific thing, in this case an elephant. There are probably several elephants at the zoo, but there's only one we're talking about here.

Use of Article A/An

· Use a or an with singular, noncountable nouns (sometimes called noncount nouns).

· 1.a. Use a if the noun that follows begins with a consonant sound. Use an if the noun that follows begins with a vowel sound.

Examples:

· The student has a pencil.

· The child has an ice cream cone.

· The doctor will be finished in an hour.


(Celentano, 2008:p, 6- 7)

Remember, using a or an depends on the sound that begins the next word. So...

· a + singular noun beginning with a consonant: a boy; a car; a bike; a zoo; a dog
· an + singular noun beginning with a vowel: an elephant; an egg; an apple; an idiot; an orphan
· a + singular noun beginning with a consonant sound: a user (sounds like 'yoo-zer,' i.e. begins with a consonant 'y' sound, so 'a' is used); a university; a unicycle
· an + nouns starting with silent "h": an hour 

· a + nouns starting with a pronounced "h": a horse 

· In some cases where "h" is pronounced, such as "historical," you can use an. However, a is more commonly used and preferred.

· A historical event is worth recording. 

Common Errors 

· 1. General and Particular
Articles are not normally used with uncountable or plural nouns if the meaning is general.

· e.g. The life is sweet. (wrong)

            Life is sweet. (right)

            My brother loves the animals. (wrong)

            My brother loves animals. (right)

· e.g. Compare:

· We expect this program to educate children. (children in general)Her husband used to be an authority figure to the children. 
(particular children) 

Classifying Nouns
A/an is usually used with nouns indicating the group or type someone/something belongs to 

· 
e.g.She's administrator. (wrong)



     She's an administrator (right)

Uncountable Nouns
Some uncountable nouns are used with a or an to express 

a) 'a type' of or 'a portion of'


e.g. a fluid for cleaning photocopiers 



a coffee please or

b) a particular/specified meaning

e.g. a knowledge of English, a good sleep 

Proper Nouns
Articles are not usually used with proper nouns (names)

· e.g. Wei Man is from the Shenzen.(wrong) 

· Wei Man is from Shenzen. (right)

(http://owl.english.purdue.edu/owl/resource/540/01/)

Tips for using articles

You can determine which article to place in front of almost any noun by answering the following three questions: Is the noun countable or uncountable? Is it singular or plural? Is it definite or indefinite?

· A noun is countable if you can have more than one instance of it. The word exam is countable because you can have, say, four exams scheduled at the end of the year. The word concentration, however, is uncountable, because it would not make sense to speak of having four concentrations, even though you will need a lot of concentration to study for all four exams. Many words have both countable and uncountable meanings, depending on the sentence.

·   Knowing whether the particular use of a noun is singular or plural is quite     straightforward. Just ask the question, Am I referring to more than one instance of something? 

A noun is definite when it is clear to your reader which specific instance or instances of an entity you are referring to; otherwise it is indefinite. Often the first use of a noun is indefinite and subsequent uses are definite. (Plotnick) 

Activity 1                                        Time:1 minute

Use the, a/an or no article before these nouns:
1. _____________ vegetables are good for the health.

2. The world is getting smaller because of _________________airplane.

3. ___________ wheel was an important invention.

4. ____________ athlete has to practice very hard to win.

5. ____________supermarket sells not only ___________groceries, but also___________ liquor, ___________ plants and ___________ magazines.

6. ___________ newspaper is one of the most widespread media of communication.

7. ___________ computer is doing much of the work that humans used to do.

8. ___________ computers are useful.

9. ___________ good engineer must have a good knowledge of mathematics and physics.

10. ___________ university is a place where both ___________ student and ___________ teacher learn.

11. It has been proven that ___________ cigarettes are bad for the health.

12. ___________ Americans are proud of their diverse ethnic heritage.

13. ___________ American should try to learn more than just his own language.

14. ___________ American male has had a fifty-year long love affair with the car.

15. ___________ politician must put in hours of campaigning in order to win a race.

16. ___________ politician who spent the most in the last race won by a "landslide".

17. ___________ politicians spend far to much on their campaigns.

18. ___________ politicians who voted for spending restrictions lost their races.

19. ___________ shopping mall is rapidly taking the place of "Main Street, USA".

20. ___________ shopping mall can offer everything from exercise to entertainment.

Answers

1. 0,  2. the, 3. the, 4. An, 5. A000, 6. The, 7. The, 8. 0, 9. A, 10. A the, the 

11. 0, 12. 0, 13. An, 14. The, 15. A, 16. The, 17. 0, 18. The, 19. The, 20. A

 (http://www.grammar-quizzes.com/ArticlesGeneric.pdf)

Activity 2

Fill in the article >a<, >an< or >the< where necessary. Choose >x< where no article is used.

1) I like __blue T-shirt over there better than __red one.

2) Their car does 150 miles __hour.

3) Where's __USB drive I lent you last week?

4) Do you still live in __Bristol?

5) Is your mother working in __old office building?

6) Carol's father works as __electrician.

7) The tomatoes are 99 pence __kilo.

8) What do you usually have for __breakfast?

9) Ben has __terrible headache.

10) After this tour you have __whole afternoon free to explore the city.

(http://www.englisch-hilfen.de/en/exercises/nouns_articles/a_the.htm)

Answers

1) I like the blue T-shirt over there better than the red one.

2) Their car does 150 miles an hour.

3) Where's the USB drive I lent you last week?

4) Do you still live in x Bristol?

5) Is your mother working in an old office building?

6) Carol's father works as an electrician.

7) The tomatoes are 99 pence a kilo.

8) What do you usually have for x breakfast?

9) Ben has a terrible headache.

10) After this tour you have the whole afternoon free to explore the city.

Activity 3: In the following phrases, supply either a or an:

1. ____ bingo game

2. ____ idiot

3. ____ good job

4. ____ rotten plum

5. ____ used fork

6. ____ uncle

7. ____ historian

8. ____ apple

9. ____ hair

10. ____ artichoke

11. ____ horrible movie

12. ____ opera

13. ____ fine opera

14. ____ television

15. ____ earthquake

16. ____ icicle

17. ____ plant

18. ____ eggplant

19. ____ honorable teacher

20. ____ intelligent man

Answers

1. a bingo game, 2. an idiot, 3. a good job, 4. a rotten plum, 5. a used fork, 6. an uncle, 7. a historian, 8. an apple, 9. a hair, 10. an artichoke, 11. a horrible movie, 12. an opera, 13. a fine opera, 14. a television, 15. an earthquake, 16. an icicle, 17. a plant, 18. an eggplant, 19. an honorable teacher, 20. an intelligent man, Activity 4 (Source: Arrigo,2004: p.33) 

Activity 5

Directions: Fill in the blank with the appropriate article, a, an, or the, or leave the space blank if no article is needed.

1. I want ____ apple from that basket.

2. ____ church on the corner is progressive.

3. Miss Lin speaks ____ Chinese.

4. I borrowed ____ pencil from your pile of pencils and pens.

5. One of the students said, "____ professor is late today."

6 Eli likes to play ____ volleyball.

7. I bought ____ umbrella to go out in the rain.

8. My daughter is learning to play ____ violin at her school.

9. Please give me ____ cake that is on the counter.

10. I lived on ____ Main Street when I first came to town.

11. Albany is the capital of ____ New York State.

12. My husband's family speaks ____ Polish.

13. ____ apple a day keeps the doctor away.

14. ____ ink in my pen is red.

15. Our neighbors have ____ cat and ____ dog.

Answers

1. I want an apple from that basket.

2. The church on the corner is progressive.

3. Miss Lin speaks Chinese. (no article needed)

4. I borrowed a pencil from your pile of pencils and pens.

5. One of the students said, "The professor is late today."

6. Eli likes to play volleyball. (no article needed)

7. I bought an umbrella to go out in the rain.

8. My daughter is learning to play the violin at her school. 

9. Please give me the cake that is on the counter.

10. I lived on Main Street when I first came to town. (no article needed)

11. Albany is the capital of New York State. (no article needed)

12. My husband's family speaks Polish. (no article needed)

13. An apple a day keeps the doctor away.

14. The ink in my pen is red.

15. Our neighbors have a cat and a dog.
(http://owl.english.purdue.edu/exercises/2/1/12/)
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PUNCTUATION
WHAT IS PUNCTUATION?
· The use of standard marks and signs in writing and printing to separate words into sentences, clauses, and phrases in order to clarify meaning. 

(www.thefreedictionary.com) 

· (Punctuation is) the use of symbols not belonging to the alphabet of a writing system to indicate aspects of the intonation and meaning not otherwise conveyed in the written language






(Collins English Dictionary 2003)
WHY  TO PUNCTUATE?
· In written text punctuation is vital to disambiguate the meaning.

· It removes confusion and adds clarity to the writing.

· PUNCTUATION works like traffic lights!

Common Punctuation Marks include….

· Full stop/period

· Comma

· Colon

· Semi colon

· Question mark

· Exclamation mark

· Quotation marks

· Parentheses

· Apostrophe

· Hyphen and Dash

· Ellipses marks

Using a full stop

1.  Use a full stop at the end of a complete sentence that is a statement.

· Example: 

   I know that you would always help me.

2.   If the last word in the sentence ends in a full stop, do not follow it with another full stop.

· Example: 

· At our shop you can have books, magazines, bags etc. 

Comma

,

· The comma (,) Commas are used to indicate where a reader is supposed to take a pause.

· They are also used to separate words in a list.

Rules for Using Comma
                                                            www.grammarbook.com/
· Rule 1

· To avoid confusion, use commas to separate words and word groups with a series of three or more.

· Example:
My $10 million estate is to be split among my husband, daughter, son, and nephew. 
Omitting the comma after son would indicate that the son and nephew would have to split one-third of the estate.

· Rule 2

· Use a comma to separate two adjectives when the word and can be inserted between them.

· Examples:
He is a strong, healthy man. 
We stayed at an expensive summer resort.

 You would not say expensive and summer resort.

· Rule 3

· Use a comma when an -ly adjective is used with other adjectives.

· NOTE: To test whether an -ly word is an adjective, see if it can be used alone with the noun. If it can, use the comma.

· Examples:
Felix was a lonely, young boy.
I get headaches in brightly lit rooms. Brightly is not an adjective because it cannot be used alone with rooms; therefore, no comma is used between brightly and lit.

· Rule 4

· Use commas before or surrounding the name or title of a person directly addressed.

· Examples:
Will you, Aisha, do that assignment for me? 
Yes, Doctor, I will. 
· NOTE: Capitalize a title when directly addressing someone.

· Rule 5

· Use a comma to separate the day of the month from the year and after the year.

Example:
Kathleen met her husband on December 5, 2003, in Mill Valley, California.
· Rule 6

· Use a comma to separate the city from the state and after the state in a document. 

Example:
I lived in San Francisco, California, for 20 years.

· Rule 7

· Use commas to set off expressions that interrupt sentence flow.

Example:
I am, as you have probably noticed, very nervous about this.
· Rule 8

· When starting a sentence with a weak clause, use a comma after it. Conversely, do not use a comma when the sentence starts with a strong clause followed by a weak clause.

Examples:
If you are not sure about this, let me know now.
Let me know now if you are not sure about this. 

· Rule 9

· If something or someone is sufficiently identified, the description following it is considered nonessential and should be surrounded by commas.

· Examples:
Freddy, who has a limp, was in an auto accident. 


Freddy is named, so the description is not essential.
The boy who has a limp was in an auto accident. 


We do not know which boy is being referred to without further description; therefore, no commas are used.

· Rule 10

· Use a comma to separate two strong clauses joined by a coordinating conjunction--and, or, but, for, nor. You can omit the comma if the clauses are both short.

Examples:

· I have painted the house, but he is still working on sanding the doors.

· I paint and he writes
· Rule 11

· Use commas surrounding words such as ‘therefore’ and ‘however’ when they are used as interrupters.

Examples:
I would, therefore, like a response.
I would be happy, however, to volunteer for the Red Cross.

· Rule 12

· If the subject does not appear in front of the second verb, do not use a comma.

Example:
He thought quickly but still did not answer correctly.

· Rule 13

· Use a comma to separate contrasting parts of a sentence.

Example:
That is my money, not yours.
· Rule 14

· Use a comma when beginning sentences with introductory words such as well, now, or yes.

Examples:
Yes, I do need that report.
Well, I never thought I'd live to see the day…

Semicolon

;

Where to use a semi-colon?

· A semi-colon links two or more simple sentences when these sentences are linked by a common theme.

· A semicolon is used in place of a period to separate two sentences where the conjunction has been left out.

Examples:

· Contact me on Monday; I will provide you the required resources.

· Kashmir is beautiful; It is a heaven. 

Use the semicolon to separate units of a series when one or more of the units contain commas.
Example: 

· This seminar has people who have come from Lahore, Pakistan; Bombay, India; and Jadah, Saudi Arabia.

· Use the semicolon to separate units of a series when each unit has sub-units. 

One more rule!

· Use the semicolon between two sentences joined by a coordinating conjunction when one or more commas have already been used in the first sentence.

· Examples:
When I reach there, I will convey your message; and that is a promise I will keep.

· If he wants, he can participate in the competition; and if he is intelligent enough, he will win it.

Activity

Use full stops, commas and semi- colons to punctuate the following:


My geometry box has three pencils two ink pens and a ball point two pencil erasers an ink remover and a fluid whitener one plastic ruler and two compasses. 

Solved !

My geometry box has three pencils, two ink pens and a ball point; two pencil erasers, an ink remover and a fluid whitener; one plastic ruler and two compasses.

Question to think: How do you see the role of full stops, comas and semi- colon as different traffic lights?

………………………………………
PUNCTUATION- Part 2

Colon

:        

· How to Use a Colon?

· Rule 1

· Use the colon after a complete sentence to introduce a list of items. In this case a colon is a replacement of words ‘such as’, ‘namely’, ‘for example’, ‘that is’ etc. 
· Examples:
 

· When you join the camp bring some basic items: edibles, sleeping bags, heaters, and warm clothing.


· I want the following items: papers, pens and pencils. 

· I need a cook who can cook the following food: 

    (1) Continental, (2) Chinese, and (3) Italian.

· Rule 2

· The list you create after a colon you may or may not use capitalization for it. In the same way punctuation is optional when using single words or phrases in bulleted form. 

· Examples:
I need a cook who can cook the following food: 

        (1) Continental,

        (2) Chinese,

        (3) Italian.

· I need a cook who can cook the following food: 

       (1) Continental 

       (2) Chinese

       (3) Italian

· See this example:

· These are some of the rules of camping: 
1. Do not lit fire near a camp. 
2. If you see something unusual, report it. 
3. Have fun! 

· Rule 3

· A colon can be used between two sentences. 

· Use a colon instead of a semicolon between two sentences in the case when no coordinating conjunction is used to connect these sentences and the second sentence is an explanation of the first sentence.

· Examples:
I like Chinese food: egg-fried rice are my favorite.


· (Note): Compare this rule with the rule of using a semi-colon.
· Rule 4

· Use the colon to introduce a direct quotation that is of more than forty words or three lines in length. In this case quotation marks are not used.
· Example:
Mahboob and Ahmar (2004: p.1003) encapsulate the whole journey of English in the subcontinent as: 



English was first introduced in the Indo-Pak subcontinent by the 
British in the 16th century. It received official recognition with the 
passing of Macaulay’s minutes of 1835. Throughout the British era, 
English kept gaining political and social status. By 1947, when 
Pakistan and India gained their independence from the British, the 
English language had become so entrenched in the socio-political 
fabric of the region that it was retained as an official language in both the countries. 

· Rule 5

· A colon is used to follow the salutation of a business letter even when addressing someone by his/her first name. 

· Note: Do not use a semicolon after a salutation. However, for personal correspondence a comma is used after the salutation.
· Examples:
If the name of a person is Raza Ahmad you can use:

· Dear Mr. Raza:

· Dear Mr. Ahmad:

· So far we have learnt five rules of using a colon. 

· Mainly a colon is used when a detail or explanation of something that has already been talked about is given.

Question Mark

?   

· Rule 1

· Use a question mark when there is a direct question.

· Examples:
· Will you do this task? 

· He asked if I would do that task.
· Rule 2

· Use a question mark when there is a tag question. In this case a sentence is half statement and half question.

· Example:

· You like it, don't you?

· This book is very interesting, isn’t it?

Exclamation Mark

!

· Rules

· Exclamation mark is used to show emphasis or surprise. 

· Exclamation marks are not used in formal or official writing.

· An exclamation mark can be used after a single word or at the end of a sentence construction.

· Examples:

· Hurrah!

· Aha!

· I'm shocked by your behavior! 

· What are you doing!

· Oh my God!

Quotation Marks

“ ”

Rule 1: 

Use quotation marks for a direct quotation only.

· Example: 

· ‘‘Will you attend the party’’ he asked.

     He asked if I would attend the party.

Rule 2:

· Do not use quotation marks with quoted material that is more than forty words or three lines in length.

· Do you remember we have already discussed it with reference to the use of colon? 

Rule 3:

Place full stops always inside quotation marks.

· Example: 

· He said, ‘‘you need to complete the project.’’

Rule 4:


When you have two questions together in a sentence that is a question outside the quoted material and a question inside the quoted material, use only one question mark.


In this case the question mark will be placed outside the quotation mark.

· Example: 

· Did he say, ‘‘May I leave?’’

Rule 5:

    There is a certain way of using quotation marks for quotes within quotes. Use single quotation marks for quotes within  quotes. 

· Example: 

· He said, ‘‘Akram said, ‘Do not spoil the project.’’’

· Some other uses of quotation marks

· You can use quotation marks to indicate a unique, unusual or ironic use of a word.

· Example:

· Autocracy in the name of people is called “democracy”.

· You can also use quotation marks around the titles of pieces of literature, art, song titles, names of magazine or newspaper articles, essays, speeches, chapter titles, short films, television or radio shows etc.

· Examples:

· “Othello" by Shakspeare

· “Capital Talk" by Hamid Mir

· So we have learnt different uses of quotation marks. We have also seen in which cases quotation marks are not to be used. 

· Mainly quotation marks are used when direct speech of a speaker is presented.

· Please remember quotation marks are also sometimes called “Speech Marks”.

Parentheses

( )

· General use:

· Parentheses are used to emphasize content. 

· They place more emphasis on the enclosed material or content than commas.

 Rule 1: 


Parentheses or small brackets are used to enclose numbers or letters when listed items are given.

· Example: 

· We need a research assistant who can
         (1) collect data, (2) enter it, and (3) analyze it systematically.

Rule 2:


A very important use of parentheses is to show words or figures that are added to clarify, to provide some additional information or are used as an aside.

· Examples:

·  I will pay you one hundred dollars ($100).

· The subordinate finally answered (after a long pause that seemed like ages) that he did not understand the task. 

· Please look at these examples:

· My brother- a computer engineer - fixed my computer. 

· My brother, a computer engineer, fixed my computer. 

· My brother ( a computer engineer) fixed my computer. 

 To remember: 


A full stop is placed inside parentheses only if a complete sentence is inside the parentheses.

· Examples: 

· Please read the report on the project. (I have enclosed it as Attachment A.)

· Please read the report (Attachment A).

· Thus we can conclude about the use of parentheses or small brackets that they are mainly used to enclose additional information.  

Apostrophe      ’

Rule1:

Use the apostrophe with contractions. We always use apostrophe at the spot where some letter(s) has been removed.

· Examples:

· don’t, doesn’t, isn’t, aren’t

· You’re wrong, she’s right.

·  He’s a great manager.

· Another use of apostrophe

Rule 2: 

Use the apostrophe where the noun that should follow is implied.

· Example: 

· This was his father’s, not his, opinion.

Rule3: 

Use the apostrophe to show possession. In case of singular possession, an s is added and the apostrophe is placed before the s to show singular possession.

· Examples: 

· a boy’s coat

· a child’s food

Rule 4: 

When you want to show plural possession, make the noun plural first. Then immediately use the apostrophe.

· Examples: 

· two girls’ hats

· two men’s hats

· two actresses’ hats

· two children’s hats

· Rule 5:

With a singular compound noun, show possession with ’s at the end of the word.

· Example: 

· my brother-in-law’s car

· Rule 6:

If the compound noun is plural, form the plural first and then use the apostrophe.

· Example: 

· My two brothers-in-law’s houses are situated on this street. 

· Rule 7:

  Use the apostrophe and s after the second name only if two people possess the same item.

Examples:

Sara’s and Amna’s project contracts will be renewed next year.

   (Indicates separate ownership.)

· Sara and Amna’s project contracts will be renewed next year.

   (Indicates joint ownership of more than one contract.)

· Rule 8: 

   Never use an apostrophe with possessive pronouns: his, hers, its, theirs, ours, yours, whose. They already show possession so they do not require an apostrophe.

· Example:

   Correct: This notebook is hers, not yours.

   Incorrect: Sincerely your’s.

   Correct: Sincerely yours.

   Incorrect: Your’s Truly

   Correct: Yours Truly

Hyphen

1. To check whether a compound noun is two words, one word, or hyphenated, you may need to look it up in the dictionary. If you can’t find the word in the dictionary, treat the noun as separate words.
· Examples: 

   eyewitness

   eye shadow

   eye-opener

2. All compound numbers from twenty-one to ninety-nine are hyphenated.
· Examples: 

· The manager had forty-eight workers in his team.

3.  Hyphenate all spelled-out fractions.
· Example: 

· Add one-fourth of a cup of sugar in the flour.

4. Hyphenate between two or more adjectives when they come before a noun and act as a single idea.
· Example:

· friendly-looking man

   (compound adjective in front of a noun)

Dashes

__

 1.An en dash, named for the width of a typesetter’s n key, is a little longer than a hyphen. It is used for span of time when you might otherwise use to.

· Examples: 

· The years 2010–2012

· January–July

 2. An em dash is longer than an en dash (named for the width of a typesetter’s m key). It is used for addition emphasis:
· Example: 

· You are my child—the only child— so I love you very much.

· EM DASH

   An em dash is longer than an en dash (named for the width of a typesetter’s m key). Don’t use it just because you are uncertain about correct punctuation. In informal writing, em dashes may replace commas, semicolons, colons, and parentheses to indicate added emphasis, an interruption, or an abrupt change of thought.

· Examples: You are the friend—the only friend—who offered to help me.

· Never have I met such a lovely person—before you.

Ellipsis Marks

…

· RULE 

   The three-dot method is used for ellipsis marks. Use no more than three marks whether the omission occurs in the middle of a sentence or between sentences.

……………………………………………………….

USE OF PREPOSITIONS
DR. SARWET RASUL
A preposition describes a relationship between other words in a sentence. 

In itself, a word like "in" or "after" is rather meaningless and hard to define in mere words. For instance, when you do try to define a preposition like "in" or "between" or "on," you invariably use your hands to show how something is situated in relationship to something else.

Prepositions are nearly always combined with other words in structures called prepositional phrases. (http://grammar.ccc.commnet.edu/grammar/prepositions.htm)
What is a Preposition?

A preposition links nouns, pronouns and phrases to other words in a sentence. The word or phrase that the preposition introduces is called the object of the preposition.

A preposition usually indicates the temporal, spatial or logical relationship of its object to the rest of the sentence as in the following examples:

· The book is on the table.

· The book is beneath the table.

· The book is leaning against the table.

· The book is beside the table.

· She held the book over the table.

· She read the book during class.  (www.writingcentre.uottawa.ca/hypergrammar/preposit.html)
What is a Prepositional Phrase?
A prepositional phrase is made up of the preposition, its object and any associated adjectives or adverbs. A prepositional phrase can function as a noun, an adjective, or an adverb. 

Examples: Each of the highlighted words in the following sentences is a preposition:

· The children climbed the mountain without fear.

In this sentence, the preposition "without" introduces the noun "fear." 

· The prepositional phrase "without fear" functions as an adverb describing how the children climbed.

Examples

· There was rejoicing throughout the land when the government was defeated.

Here, the preposition "throughout" introduces the noun phrase "the land." The prepositional phrase acts as an adverb describing the location of the rejoicing.

· The spider crawled slowly along the banister.

The preposition "along" introduces the noun phrase "the banister" and the prepositional phrase "along the banister" acts as an adverb, describing where the spider crawled.

Examples

· The dog is hiding under the porch because it knows it will be punished for chewing up a new pair of shoes.

Here the preposition "under" introduces the prepositional phrase "under the porch," which acts as an adverb modifying the compound verb "is hiding.“

· The screenwriter searched for the manuscript he was certain was somewhere in his office.

Similarly in this sentence, the preposition "in" introduces a prepositional phrase "in his office," which acts as an adverb describing the location of the missing papers.

 www.writingcentre.uottawa.ca/hypergrammar/preposit.html

For more clarity consider the following example of Professor’s desk….

You can sit before the desk (or in front of the desk). The professor can sit on the desk (when he's being informal) or behind the desk, and then his feet are under the desk or beneath the desk. He can stand beside the desk (meaning next to the desk), before the desk, between the desk and you, or even on the desk (if he's really strange). If he's clumsy, he can bump into the desk or try to walk through the desk (and stuff would fall off the desk). Passing his hands over the desk or resting his elbows upon the desk, he often looks across the desk and speaks of the desk or concerning the desk as if there were nothing else like the desk. Because he thinks of nothing except the desk, sometimes you wonder about the desk, what's in the desk, what he paid for the desk, and if he could live without the desk. You can walk toward the desk, to the desk, around the desk, by the desk, and even past the desk while he sits at the desk or leans against the desk.
All of this happens, of course, in time: during the class, before the class, until the class, throughout the class, after the class, etc.

(http://grammar.ccc.commnet.edu/grammar/prepositions.htm)
English Prepositions Enlisted

There are about 150 prepositions in English. 

Yet this is a very small number when you think of the thousands of other words (nouns, verbs etc). Prepositions are important words. 

We use individual prepositions more frequently than other individual words. 

In fact, the prepositions of, to and in are among the ten most frequent words in English. 

Here is a short list of 70 of the more common one-word prepositions. 
(http://www.englishclub.com/grammar/prepositions-list.htm)
	aboard

about

above

across

after

against

along

amid

among

anti

around

as

at

before

behind

below
	beneath

beside

besides

between

beyond

but

by

concerning

considering

despite

down

during

except

excepting

excluding

following
	for

from

in

inside

into

like

minus

near

of

off

on

onto

opposite

outside

over

past

per

Plus
	regarding

round

save

since

than

through

to

toward

towards

under

underneath

unlike

until

up

upon

versus

via

with

within

without


Following are the detailed rules of prepositions
Prepositions are short words (on, in, to) stand in front of a noun (sometimes also in front of gerund verbs)

Even advanced learners of English find prepositions difficult, as 1:1 translation is usually not possible. One preposition in your native language might have several translations depending on the situation

There are hardly any rules as to when to use which preposition. The only way to learn preposition is looking them up in the dictionary, reading a lot in English (literature) and learning useful phrases off by heart (study tips)

The following table contains rules of some most frequently used prepositions in English.

Preposition – Time

	English
	Usage
	Example

	On
	Days of a week
	On Monday

	In
	Months / seasons

Time of day

Year

After a certain period of time 

(when ?)
	In August / in winter

In the morning

In 2010

In an hour

	At
	For night

Foe weekend

A certain period of time

(when ?)
	At night

At the weekend

At half past nine

	Since
	From a certain point of time

(pat till now)
	Since 1980



	For
	Over a certain period of time

(pat till now)
	For 2 years

	Ago
	A certain time in the past
	2 years ago



	Before
	Earlier than a certain point of time
	Before 2005

	To
	Telling the time
	Ten to six (5:50)

	Past
	Telling the time
	Ten past six (6:10)

	to / till / until
	Making the beginning and end of a period of time
	From Monday to/till Friday

	Till / until
	In the sese of how long something is going to last
	He is on holiday till Friday


	English
	Usage
	Example

	By
	In the sense of at the latest up to a certain time
	I will be back by 6 o’clock.

By 11 o’clock, I had read ten pages.


Prepositions - Place (Position and Direction)

	English
	Usage
	Example

	In
	Room, building, street, town, country

Book, paper etc

Car, taxi

Picture, world
	In the kitchen, in London

In the book

In the car, in a taxi

In the picture, in the world

	At
	Meaning next to, by an object

For table

For events

Place where you are to do something typical (watch a film, study, work)
	At the door, at the station

At the table

At the concert, at the party

Work



	On
	Attached

For a place with a river

Belong to a surface

For a certain side (left / right)

Far a floor in a house

For a public transport

For television, radio
	The picture on the wall

Lahore lies on the Ravi

On the table

On the right

On the first floor

On the bus, on a plane

On TV, on the radio

	By, next, to, beside
	Left or right of somebody or something
	Fatima is standing by / next to / beside the car

	Under
	On the ground, lower than (or covered by) something else
	The bag is under the table

	Below
	Lower than something else but above ground
	The fish are below the surface

	Over
	Covered by something else

Meaning more than

Getting to the other side (also across)

Overcoming an obstacle
	Put a jacket over your shirt

Over 16 years of age

Walk over the bridge

Climb over the wall




	English
	Usage
	Example

	Above
	Higher than something else, but not directly over it
	A path above the lake

	Across
	Getting to the other side (also over)

Getting to the other side
	Walk across the bridge

Swim across the lake

	Through
	Something with limits on top, bottom and the sides
	Drive through the tunnel

	To
	Movement to person or building

Movement to a place or country

For bed
	Go to the cinema

Go to Lahore / Karachi

Go to bed

	Into
	Enter  room / a building
	O into the kitchen / the house

	Towards
	Movement in the direction if something (but not directly to it)
	Go 5 steps towards the house

	Onto
	Movement to the top of something
	Jump onto the table

	From
	In the sense “where from”
	A flower from the garden


Other important prepositions

	English
	Usage
	Example

	From
	Who gave it
	A present from Abid

	Of
	Who/what does it belong to

What does it show
	A page of the book

A picture of a place

	By
	Who made it
	A book by Dr Serwet

	On
	Walking of riding oh horseback

Entering a public transport vehicle
	On foot, on horse back

Get on the bus

	In
	Entering a car / taxi
	Get in the car

	Off
	Leaving a public transport vehicle
	Get off the train

	Out of
	Leaving a car / taxi
	Get out off the taxi

	By
	Rise of fall of something

Travelling  (other than walking of horse riding)
	Prices have risen by 10 percent

By car, by bus



	At
	For age
	She leaned Sindhi at 45

	About
	For topics, meaning what about
	We were talking about you


 Source: http://www.englishpage.com/prepositions/prepositions.html 

Exercises: Time Prepositions

1. Jane is arriving….. January2.....6 2 o'clock …..the afternoon.
                                                                                                                                                    2. It snows here every year …..December. We always go outside and play in the snow….. Christmas day.

3. Michael is leaving …..Friday….. noon.

4. Frankie started working for her law firm….. 1995. 

5. Franklin began working on the project …..yesterday.

6. Normally,….. New Year's Eve, it's tradition to set a new year resolution ….. midnight.

7 Don't be ridiculous; there were no telephones …..the seventeenth century! The telephone was invented …..the 1870s.

8. The plane leaves tomorrow morning …..8:00 AM.

9. The hills here are covered with wildflowers …..early spring.

10. We met at the restaurant …..6:30 and stayed …..10:30. 

Answers: 
Time Prepositions

1. Jane is arriving….on.. January2..at...6 2 o'clock …in..the afternoon.
                                                                                                                                                       2. It snows here every year …in..December. We always go outside and play in the snow…on.. Christmas day.

3. Michael is leaving …on..Friday…at.. noon.

4. Frankie started working for her law firm…in.. 1995. 

5. Franklin began working on the project …no preposition..yesterday.

6. Normally,…on.. New Year's Eve, it's tradition to set a new year resolution …at.. midnight.

7 Don't be ridiculous; there were no telephones …in..the seventeenth century! The telephone was invented …in..the 1870s.

8. The plane leaves tomorrow morning …at..8:00 AM.

9. The hills here are covered with wildflowers …in..early spring.

10. We met at the restaurant …at..6:30 and stayed …untill..10:30. 

Exercise on more prepositions
1. She always gets up early….. the morning, so she can make it to class….. time.

2. I was sick, so I didn't go to work….. last Thursday, but I did go to work….. Friday.

3. Mary stopped talking….. the middle of her story, and suddenly started to cry. I think we were all crying….. the time she finished telling us what had happened.

4  Late.…..night, you can here coyotes howling in the distance.

5. Just wait a second, I'll be there…..a minute.

6. I need to give my parents a call. I haven't talked to them….. over a month.

7. Barbara is going to start her new job….. next September..

8. The professor said….. the first day of the course that there would be a big final test …..the end of the semester.

9. I have been sitting here more …..than an hour. If they don't arrive….. the next ten minutes, I'm leaving.

10. We were really worried….. first because the banks were closed…… Saturdays, so we couldn't exchange money. But….. the end, everything worked out because we were able to exchange money at the hotel. 

Answers

1. She always gets up early…in.. the morning, so she can make it to class….in.. time.
2. I was sick, so I didn't go to work…no prep.. last Thursday, but I did go to work….on. Friday.
3. Mary stopped talking……in.. the middle of her story, and suddenly started to cry. I think we were all crying….by. the time she finished telling us what had happened.
4  Late.…at..night, you can here coyotes howling in the distance.
5. Just wait a second, I'll be there…..in….a minute.
6. I need to give my parents a call. I haven't talked to them…for.... over a month.
7. Barbara is going to start her new job….no prepo... next September..
8. The professor said…on.. the first day of the course that there would be a big final test …at..the end of the semester.
9. I have been sitting here more …for..than an hour. If they don't arrive….in. the next ten minutes, I'm leaving.
10. We were really worried….at... first because the banks were closed……on.. Saturdays, so we couldn't exchange money. But…at.. the end, everything worked out because we were able to exchange money at the hotel. 

Exercise on Position Prepositions

1. The computer printer is …..table …..the computer.

2. Shawn and Noel stood …..the tree waiting for the rain to stop.

3. I didn't see the mailbox even though I was standing right …..it.

4. Everybody was already sitting….. the table waiting for dinner to be served.

5. Every evening, the dog sits …..the dinner table begging for food.

7. Debra was sitting …..the computer surfing the Internet.

8. I asked the woman standing …..me on the bus where I should get out.

9. My car keys were …..the desk, but I couldn't see them because they were….. a magazine.

10. When I went to buy the concert tickets, there was nobody …..ticket sales window. 

Answers: Position Prepositions

1. The computer printer is …on..table …next to....the computer.
2. Shawn and Noel stood …under....the tree waiting for the rain to stop.
3. I didn't see the mailbox even though I was standing right …next to....it.
4. Everybody was already sitting…at.... the table waiting for dinner to be served.
5. Every evening, the dog sits …under..the dinner table begging for food.
7. Debra was sitting …at..the computer surfing the Internet.
8. I asked the woman standing …next to..me on the bus where I should get out.
9. My car keys were …on..the desk, but I couldn't see them because they were…under….... a magazine.
10. When I went to buy the concert tickets, there was nobody …at…...ticket sales window. 

Exercise on Location Prepositions

1. We have DSL Internet access …..work, but I don't have a high-speed connection….. home.

2. The kids are learning about the Civil War ……their history class …..school.

3. Toby was …..the hospital for two weeks after his motorcycle accident …….the freeway.

4. Jane and Debbie saw dolphins …..the ocean while they were having a picnic…… the beach.

5. Fred loves to go camping …..the desert, but Kyle prefers to camp ……..the mountains.

6. The conference was held …..a ski resort …..Telluride, a small town southwest ………Colorado.

7. You can buy stamps …..the post office….. Delancy Street.

8. The old man who was standing …..the corner yelled at the kids who were playing …….the street.

9. While they were hiking …..Ridgeback Mountain, Laurelle and Frank saw a bear ……..the woods.

10. They have a small house……. a lake in the countryside. When I visit them, I always love to sit…….. the shore and watch the kids swimming ……..the lake. 

Answers: Location Prepositions

1. We have DSL Internet access …at..work, but I don't have a high-speed connection…at.. home.
2. The kids are learning about the Civil War …in…their history class …at..school.
3. Toby was …in..the hospital for two weeks after his motorcycle accident …on….the freeway.
4. Jane and Debbie saw dolphins …in..the ocean while they were having a picnic…at… the beach.
5. Fred loves to go camping …in..the desert, but Kyle prefers to camp …in..the mountains.
6. The conference was held …at..a ski resort …in..Telluride, a small town southwest …in……Colorado.
7. You can buy stamps …at..the post office…on.. Delancy Street.
8. The old man who was standing at…..the corner yelled at the kids who were playing …in….the street.
9. While they were hiking …on..Ridgeback Mountain, Laurelle and Frank saw a bear …in…..the woods.
10. They have a small house…on…. a lake in the countryside. When I visit them, I always love to sit…on….. the shore and watch the kids swimming …in…..the lake. 

Exercise on Mixed Prepositions         

Complete the text below by choosing the correct prepositions.


Suddenly Uncle Henry stood ……………... 
"There's a cyclone coming, Em," he called ……………his wife. "I'll go look after the stock." Then he ran toward the sheds where the cows and horses were kept. 
Aunt Em dropped her work and came ……………the door. One glance told her of the danger close………………….. hand. 
"Quick, Dorothy!" she screamed. "Run for the cellar!" 
Toto jumped ……………of Dorothy's arms and hid under the bed, and the girl started to get him. Aunt Em, badly frightened, threw open the trap door ……………the floor and climbed down the ladder ………………….the small, dark hole. Dorothy caught Toto …………….last and started to follow her aunt. When she was halfway across the room there came a great shriek ……...........the wind, and the house shook so hard that she lost her footing and sat down suddenly ……………….the floor. 

Answers: Mixed Prepositions         

Suddenly Uncle Henry stood ……up………... 
"There's a cyclone coming, Em," he called ……to………his wife. "I'll go look after the stock." Then he ran toward the sheds where the cows and horses were kept. 
Aunt Em dropped her work and came ………to……the door. One glance told her of the danger close………at………….. hand. 
"Quick, Dorothy!" she screamed. "Run for the cellar!" 
Toto jumped ………out……of Dorothy's arms and hid under the bed, and the girl started to get him. Aunt Em, badly frightened, threw open the trap door ……in………the floor and climbed down the ladder ……into…………….the small, dark hole. Dorothy caught Toto ……at……….last and started to follow her aunt. When she was halfway across the room there came a great shriek ……from...........the wind, and the house shook so hard that she lost her footing and sat down suddenly ……upon………….the floor. 

………………………………………………………….
FEATURES OF ACADEMIC WRITING
DR. SARWET RASUL
This Session is on Features of academic writing

Features of academic writing

There are eight main features of academic writing. 

1. complex

 2. formal

 3. objective 

 4. explicit

 5. precise

 6. accurate

 7. hedged

 8. responsible

1: Complexity

· Written language is relatively more complex than spoken language. 

· Written language has longer words, it is lexically more dense and it has a more varied vocabulary. 

· It uses more noun-based phrases than verb-based phrases. 

· Written texts are shorter and the language has more grammatical complexity, including more subordinate clauses and more passives.

Lexical Density

·  Lexical density is a useful measure of the difference between texts (for example, between a person’s written language and their speech). To calculate this we must distinguish between content words and function words. Lexical density is shown to be a useful measure of how much information is contained within a text.
Content word

· A word, such as a noun, verb, or adjective, that has a statable lexical meaning, rather than indicating a syntactic function, as a function word does.


The American Heritage® Dictionary of the English Language, Fourth Edition copyright ©2000 by Houghton Mifflin Company. 

Function word

· A word, such as a preposition, a conjunction, or an article, that has little semantic content of its own and chiefly indicates a grammatical relationship. Also called form word, functor.

(The American Heritage® Dictionary of the English Language, Fourth Edition copyright ©2000 by Houghton Mifflin Company.) 

Content words include:

· nouns (e.g. dog, Susan, oil)

· adjectives (e.g. red, happy, cold)

· adverbs (e.g. very, carefully, yesterday)

· lexical verbs (e.g. run, walk, sit)

Function words, therefore include the remaining:

· auxiliary verbs (e.g. can, will, have)

· prepositions (e.g. in, to, after)

· conjunctions (e.g. and, but, if)

· numerals (e.g. two, three, first)

· determiners (e.g. the, those, my)

· pronouns (e.g. she, yourself, who)

Lexical Density of Written Language: An Example
In 1918, when the chemical industry was first established in the area, Billingham was  a village inhabited by a few hundred  people  but  grew  rapidly  as  ICI’s  operations  expanded, helped by the company’s reputation for providing secure employment.  The wages, conditions and benefits offered by ICI were attractive and the  company  quickly gained a reputation as a good employer. Many of those we  interviewed  claimed  this was their main reason for applying for a job. Our  interviews  also  highlight  the  influence of family when making decisions about employment and  ICI  was  certainly happy to recruit the ons and daughters of existing workers.

 Examples

Spoken: You can control the trains this way and if you do that you can be quite sure that they'll be able to run more safely and more quickly than they would otherwise, no matter how bad the weather gets.

Written: The use of this method of control unquestionably leads to safer and faster train running in the most adverse weather conditions.

Spoken: Whenever I'd visited there before, I'd ended up feeling that it would be futile if I tried to do anything more.

Written: Every previous visit had left me with a sense of the futility of further action on my part.

Spoken: Because the technology has improved its less risky than it used to be when you install them at the same time, and it doesn't cost so much either.

Written: Improvements in technology have reduced the risks and high costs associated with simultaneous installation.

2: Formality

Academic writing is relatively formal. 

In general this means that in a formal piece of writing you should avoid colloquial words and expressions such as "stuff", "a lot of", "thing", "sort of",

Avoid slang words and phrases 

Compare the following:

· ‘The individual was sentenced for nicking a bike.’

· ‘The doctor looked kind of worried when he reviewed the case notes.’

· ‘The individual was sentenced for stealing a bike’

· ‘The doctor looked slightly worried when he reviewed the case notes.’
Avoid abbreviations and contractions
· Abbreviations and contractions are informal, and are best avoided in academic writing. 

For example:
· ‘Department’ should be used instead of the abbreviation ‘dept’.
· ‘Is not’ should be used in place of the contraction ‘isn’t’.
Activity: Identify the informal expressions and rewrite with a more formal equivalent.
1.
With women especially, there is a lot of social pressure to conform to a certain physical shape.

2.
Significantly, even at this late date, David was considered a bit conservative by his peers. 

3.
It focused on a subject that loads of upper-class exhibition-going public regarded as anti-social and anti-establishment.

SOLVED:

1. With women especially, there is a great deal of social pressure to conform to a certain physical shape.

2. Significantly, even at this late date, David was considered somewhat conservative by his peers.

3. It focused on a subject that much of the bourgeois and upper-class exhibition-going public regarded as anti-social and anti-establishment.

3: Objectivity

Academic written language is in general objective rather than personal. It therefore has fewer words that refer to the writer or the reader. This means that the main emphasis should be on the information that you want to give and the arguments you want to make, rather than you. For that reason, academic writing tends to use nouns (and adjectives), rather than verbs (and adverbs).

Nobody really wants to know what you "think" or "believe". They want to know what you have studied and learned and how this has led you to your various conclusions. 

· Personal or impersonal style?
An impersonal style uses:

· the passive voice

· the third person rather than the first person ( it rather than I or we)

· things rather than people as subjects of sentences.

· Examples of active and passive sentences
         Active: I observed the patient to be…

         Passive: The patient was observed to be…

         Active: The authors suggest…

         Passive: It is suggested…

         Active: We used a standard graphical representation     

         to…

         Passive: A standard graphical representation was   

          used to…

· Examples of the first and third person pronouns
         First person: I found…

         Third person: It was found that…

         First person: I assumed that…

         Third person: It was assumed that…

· Examples of persons or things as subjects
         Person as subject: I noticed…

         Thing as subject: Analysis of the raw data indicated…

         Person as subject: In this report I show…

         Thing as subject: This report presents…
· In general, avoid words like "I", "me", "myself".

         Don't write:" In my opinion, this is a very interesting study.”

        Write: "This is a very interesting study.“

· Avoid "you" to refer to the reader or people in general.

         Don't write: "You can easily forget how different life was 50 years ago."

         Write: "It is easy to forget how difficult life was 50 years ago."

EXERCISE: Here is a piece of writing that is subjective.
Change it into objective style of academic writing

I would call Wagner a subjective artist. What I mean is that his art had its source in his personality; his work was virtually independent, I always feel, of the epoch in which he lived. On the other hand, I always consider Bach an objective artist. You can see that he worked only with the forms and ideas that his time proffered him. I do not think he felt any inner compulsion to open out new paths.

Here is a sample!

Wagner was what might be called a subjective artist in that his art had its source in his personality. His work seems virtually independent of the epoch in which he lived. On the other hand, Bach can be considered an objective artist. He seems to have worked only with the forms and ideas that his time proffered him, feeling no inner compulsion to open out new paths.

4: Explicitness

· Academic writing is explicit about the relationships in the text. Furthermore, it is the responsibility of the writer to make it clear to the reader how the various parts of the text are related. These connections can be made explicit by the use of different signaling words. 

· If you think that one sentence gives reasons for something in another sentence, make it explicit.

· If you think two ideas are almost the same, say so.

· If you intend your sentence to give extra information, make it clear.

· If you are giving examples, do it explicitly.

Use parallel construction

Lists of ideas (and number lists of ideas) should be written in parallel form.

Not Parallel:


If you want to be a good doctor, you must study hard, critically think about the medical literature, and you should be a good listener. 

Parallel:


If you want to be a good doctor you must study hard, listen well, and think critically about the medical literature.  (imperative, imperative, imperative)

Parallel:


If you want to be a good doctor, you must be a good student, a good listener, and a critical thinker about  the medical literature. (noun, noun, noun)

Activity: Here is something that is not written in parallel; write it in a way that it adheres to the rule of parallel formation:

This research follows four distinct phases: (1) establishing measurement instruments (2) pattern measurement (3) developing interventions and (4) the dissemination of successful interventions to other settings and institutions. 

Parallel:

This research follows four distinct phases: (1) establishing measurement instruments (2) measuring patterns (3) developing interventions  and (4) disseminating successful interventions to other settings and institutions. 
Another activity: 

Not Parallel:


If you want to be a good doctor, you must study hard, critically think about the medical literature, and you should be a good listener. 

Sample!

Parallel:


If you want to be a good doctor you must study hard, listen well, and think critically about the medical literature.  (imperative, imperative, imperative)

Parallel:


If you want to be a good doctor, you must be a good student, a good listener, and a critical thinker about  the medical literature. (noun, noun, noun)
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Current Session covers an important feature of academic writing that is PRECISION.
Defining  Precision

In academic writing, facts and figures are given precisely. In academic writing you need to be précised when you use information. For example instead of "a lot of people" use "50 million people".

Don’t use unnecessary words or waffle. Also, avoid repeating the same words

Strategies to create precision

a. Delete redundant modifiers 

b. Delete redundant categories 

c. Replace redundant word pairs with single words 

d. Replace wordy expressions with single words   

e.  Delete “hollow” hedges and meaningless intensifiers 

f. Delete needless repetition 

g. Delete that for brevity; retain that for clarity 

h. Avoid prolonged introductions

i. Trim sentence endings for closing emphasis 

j. Prefer action verbs to nominalizations 

k. Avoid indirect negatives 

l. Avoid needless attribution 

m. Limit personal commentary 

n. Avoid Repetitive Wording 

o. Dead weight phrases 

p. Tautologies
a. Delete redundant modifiers 
          a.    In this modern world of today, we must necessarily project ahead in planning for the future.

          a.    In today’s world, we must plan for the future.

 

          b.    He referred back to the notes he had taken during the meeting.

          b.    He referred to the notes he had taken during the meeting.

                         Or
           He referred to his meeting notes.

 

        c.    We offer complimentary gift wrapping at no charge to our customers.

        c.    We offer complimentary gift wrapping to our customers.

 

b. Delete redundant categories 
     a.    The table is round in shape, smooth in texture, and heavy in weight.

      a.    The table is round, smooth, and heavy.

 

      b.    The image is fuzzy in appearance.

      b.    The image is fuzzy.

 

      c.    Redundant categories can leave your reader in 

            a confused state of mind that is extreme in degree and perplexing in nature.

 

      c.   Redundant categories can leave your reader extremely confused and perplexed.

c. Replace redundant word pairs with single words 
         a.    Various and sundry alternatives were debated.

         a.    Various alternatives were debated.

 

         b.    I demand a full and complete explanation.

         b.    I demand a complete explanation.

 

          c.    Each and every one of the jury members voted “not guilty.”

          c.    Each jury member voted “not guilty.”

                        Or
                 Every jury member voted “not guilty.”

                       Or (for emphasis)
                 Every one of the jury members voted “not guilty.”

d. Replace wordy expressions with single words   

  a.    In the event that you arrive late, use the side door.

           a.    If you arrive late, use the side door.

 

           b.    Prior to coming to First Trust, Kimberly worked at Waconia Savings and  Loan.

          b.    Before coming to First Trust, Kimberly worked at Waconia Savings and Loan.

  

          c.    Due to the fact that the report is more than 10 pages long, the council cannot help but feel overwhelmed by it.

          c.    Because the report is more than 10 pages long, the council feels overwhelmed by it.

                         Or
              The council feels overwhelmed by the 10 page report.

 

e. Delete “hollow” hedges and meaningless intensifiers
          a.    We are rather concerned about your tardiness.

          a.    We are concerned about your tardiness.

 

          b.    This effectively limits our ability to respond quickly.

          b.    This limits our ability to respond quickly.

 

         c.    Your description is altogether fitting.

         c.    Your description is fitting.

 
f. Delete needless repetition
       a.    Although I wrote the draft, yet my friend helped me revise the draft.

 

       a.    Although I wrote the draft, my friend helped me revise it.

 

       b.    I called to tell her I would be late for dinner. Nevertheless, she was unhappy  that I would be late for dinner.

 

       b.    I called to tell her I would be late for dinner.  Nevertheless, she was unhappy about it.

 

      c.    I don’t like pickled vegetables.  I never have liked pickled vegetables.  I never will like pickled vegetables. So please stop serving me pickled vegetables.

 

      c.    I don’t like pickled vegetables.  I never have liked them and nor will like them. So please stop serving them to me.
g. Delete that for brevity; retain that for clarity 
          a.    I suggest that we pack our things, sell our house, and move to Islamabad.

          a.    I suggest we pack our things, sell our house, and move to Islamabad.

 

          b.    She realized that, without that five-minute delay, she would not have missed her plane.

          b.    She realized that, without that five-minute delay, she would not have missed her plane.

          Note:  In a sentence with an aside, such as “without that five-minute delay,”
   “that” serves to mark the interruption and help the reader hold the thought.
h. Avoid prolonged introductions 
         a.    It is interesting to note that our client base is growing steadily.

         a.    Our client base is growing steadily.

 

         b.    For all intents and purposes, we are losing money.

         b.    We are losing money.

         c.    As a matter of fact, I’m concerned about the steep decline in   

               visits to our site.

         c.    I’m concerned about the steep decline in visits to our site.

   

i. Trim sentence endings for closing emphasis
      a.    Does it stink like rotten meat would smell to you?

      a.    Does it stink like rotten meat?

 

      b.    We need to eliminate the production delays we are experiencing.

      b.    We need to eliminate these production delays.

 

      c.    Every employee should respond to complaints that our customers express.

      c.    Every employee should respond to customer 

             complaints.

j. Prefer action verbs to nominalizations
    a.    My suggestion is that we make an alteration in the length of the cloak.

    a.    I suggest we alter the length of the cloak.

                        Or (to be more precise)
          I suggest we shorten [or lengthen] the cloak.

 

    b.    If you make an attempt to steal the diamond, I will stand in opposition to you.

    b.    If you try to steal the diamond, I will oppose you.

 

k. Avoid indirect negatives
    a.    I haven’t ever heard of that rule.

    a.    I’ve never heard of that rule.

                        Or (for emphasis)
          Never have I heard of that rule.

 

    b.    I didn’t have any idea we were losing money.

    b.    I had no idea we were losing money.

 

    c.    The change in temperature was not significant.

    c.    The change in temperature was insignificant.

l. Avoid needless attribution 
    a.    According to the old saying, an empty sack cannot stand upright.

    a.    An empty sack cannot stand upright.

 

    b.    As everyone knows, the bigger you are, the harder you fall.

    b.    The bigger you are, the harder you fall.

 

    c.    It has been determined that wordiness obscures clarity.

    c.    Wordiness obscures clarity.

 

m. Limit personal commentary
    a.    The main thing I want to say is that haste makes waste.

    a.    Haste makes waste.

 

    b.    To tell you the truth, I doubt that owls would be reliable messengers.

    b.    I doubt that owls would be reliable messengers.

 

    c.    A temporary dip in the stock market, it seems to me, does not mean we  

          are heading into a recession.

    c.    A temporary dip in the stock market does not mean we are heading into  

           a recession.

Activity: Condense Phrases into Single Words

  
The employee with ambition got the   promotion.

  
Rob decided to retake the class at a later date in time.

Answers
The ambitious employee got the promotion. 

    Rob decided to retake the class later.  

All these phrases can be condensed into one word such as 

 because, since, why, when, must, should, may , might , could
the reason for

for the reason that

due to the fact that

in light of the fact that

considering the fact that

this is why

on the occasion of

in a situation in which                

under circumstances 

in which 

it is crucial that

it is necessary that

there is a need for

it is important that

cannot be avoided

it is possible that

there is a chance that                                      

it could happen that                                   

the possibility exists for

n. Avoid Repetitive Wording

	Avoid these
	Instead use

	end result
past experience

share in common

small in size

made a discovery

made an attempt

made an accusation

made an appearance

made a decision


	= end

= past

= share

= small

= discovered

= attempted

= accused

= appeared

= decided




Some examples of wordy phrases that can be replaced with more précised options:
Clunky phrases             Equivalents

All three of the 


the three

Fewer in number

fewer

Give rise to


cause

In all cases


always

In a position to


can

In close proximity to

near

In order to


to

A majority of


most

Are of the same opinion

agree

At the present moment

now

Less frequently occurring 
 rare

Here are a few more examples of wordy phrases that can be replaced with more précised options:
Wordy


Pointed
in spite of the fact that

although

in the event that
      
if

new innovations
     
innovations

one and the same
     
the same

period of four days
     
four days

personal opinion
    
opinion

shorter/ longer in length   
shorter/ longer

o. Dead weight phrases
Avoid following deadweight phrases when used unnessecarily.
for the most part

for the purpose of

in a manner of speaking

in a very real sense

in my opinion

in the case of 

in the final analysis 

in the event that

in the nature of

it has been estimated that

it seems that

the point I am trying to make

what I mean to say is

it may be argued that

p. Tautologies 

Definition: The contextual repetition of the same word or phrase, usually of the same idea or statement in different words, especially as a fault of style. 
(Oxford Talking Dictionary 1998) 

Examples:

advanced planning (all planning is for the future!)

cooperate together (cooperating is always with someone else)

few in number (few is always used with numbers of things)

still remains (remains means it is still there)
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Current Session covers a few more features of academic writing: 

Accuracy

The increasing popularity of writing as a means of informal communication via text messaging, email and social networking sites has meant that we have changed the way we write. In these contexts, speed and spontaneity take priority, and accuracy has lost some of its importance as a result. Yet in other contexts, including academic and professional writing, accuracy is as important as ever. 

To write effectively and authoritatively, you need to use accurate grammar, vocabulary, spelling and punctuation.  (www.ncl.ac.uk › ... › Learning resources › Academic language & style) 

Academic writing uses vocabulary accurately. Most subjects have words with narrow specific meanings. If there is any uncertainty about a particular point, use cautious language (such as ‘may’, ‘might’, ‘could’, ‘potentially’).

7: Hedging

In any kind of academic writing you do, it is necessary to make decisions about your stance on a particular subject, or the strength of the claims you are making. Different subjects prefer to do this in different ways. 

A technique common in certain kind of academic writing is known by linguists as a ‘hedge’.

Hedge in Linguistics

· Jump to: navigation, search 

· A hedge is a mitigating device used to lessen the impact of an utterance. Typically, they are adjectives or adverbs, but can also consist of clauses. It could be regarded as a form of euphemism.

Examples:

· There might just be a few insignificant problems we need to address. (adjective) 

· The party was somewhat spoiled by the return of the parents. (adverb) 

· I'm not an expert but you might want to try restarting your computer. (clause) 


Wikipedia, the free encyclopedia

· Hedges may intentionally or unintentionally be employed in both spoken and written language since they are crucially important in communication.

· Hedges help speakers and writers indicate more precisely indicate how Gricean maxims (expectations of quantity, quality, manner, and relevance) are observed. 

For example,

All I know is smoking is harmful to your health. 

They told me that they are married.

I am not sure if all of these are clear to you, but this is what I know. 

By the way, you like this car? 

Hedging

 In academic writing, claims are often couched in cautious or tentative language. This is known as ‘hedging’. Compare these two sentences:

Water shortages trigger conflict between nations. 

Water shortages may trigger conflict between nations. 

The first sentence indicates a high level of certainty; indeed, the claim, or assertion, is presented as a fact. The second sentence, on the other hand, is more tentative, suggesting that conflict will occur in certain circumstances or under certain conditions, but not necessarily in every case. 

As the example above illustrates, the use of hedging enables the writer to make claims that are proportionate to the evidence available at the time of writing. In other words, hedging language helps to make statements as accurate and fair as possible. Since there is a wide range of hedging words and phrases, it is important to choose one that reflects the strength of the supporting evidence. 

The use of the word ‘probably’ in the sentence below indicates that the evidence is fairly strong. In the second sentence, the more tentative word ‘could’ was selected, indicating that the evidence is weak.

· The fire was probably caused by a fault in the engine temperature gauge. 

· The fire could have been caused by a fault in the engine temperature gauge. 

Paying due attention to accuracy and fairness helps to avoid, or at least reduce, criticism of your work. Viewed from this perspective, hedging has a persuasive function. Hedging is also used to mitigate criticism of other authors’ work, as in the examples below:

· Johnson (2007) appears to ignore the adverse psychological side-effects of this approach. 

· The risks of the new vaccine may have been overstated.

(www.ncl.ac.uk › ... › Learning resources › Academic language & style) 

Language used in hedging

Type
  


Examples

Introductory verbs:
doubt, be sure, indicate, think, believe, suggest seem, tend, look, like, appear to be   

Certain modal verbs

will, must, would, may, might, could 

Certain lexical verbs

suggest, believe, assume

Modal adjectives
         
certain, definite, clear, probable, possible

Adverbs of frequency
        
often, sometimes, usually 

Modal adverbs
certainly, definitely, clearly, probably, possibly, perhaps, conceivably, 

Modal nouns
                    assumption, possibility, probability

That clauses
                      It could be the case that. 
                                     It might be suggested that. 
                                     There is every hope that. 

To-clause + adjective
          It may be possible to obtain. 
                                     It is important to develop. 
                                     It is useful to study. 

Hedging language: Looking at it again

A wide range of words and phrases can be used in hedging:

Modal auxiliary verbs:
can, could, may, might, should, would 

Other modal verbs:
appear, look, seem, tend 

Probability adjectives:
likely, possible, probable, unlikely 

Probability adverbs:
perhaps, possibly, probably, presumably 

Frequency adverbs:
generally, occasionally, often, seldom, usually 

Activity: Identify the hedges

1. It may be said that the commitment to some of the social and economic concepts was less strong than it is now.

2. The lives they chose may seem overly ascetic and self-denying to most women today.

3. Weismann suggested that animals become old because, if they did not, there could be no successive replacement of individuals and hence no evolution.

Original text without hedges

1. The commitment to some of the social and economic concepts was less strong than it is now.

2. The lives they chose seem overly ascetic and self-denying to most women today.

3. Weismann proved that animals become old because, if they did not, there could be no successive replacement of individuals and hence no evolution.

(Consider the difference meaning that hedging has created)
Activity: Identify the hedging expressions in the following sentences. 
· There is no difficulty in explaining how a structure such as an eye or a feather contributes to survival and reproduction; the difficulty is in thinking of a series of steps by which it could have arisen.

· For example, it is possible to see that in January this person weighed 60.8 kg for eight days,

· For example, it may be necessary for the spider to leave the branch on which it is standing, climb up the stem, and walk out along another branch.

8: Responsibility

In academic writing you must be responsible for, and must be able to provide evidence and justification for, any claims you make. You are also responsible for demonstrating an understanding of any source texts you use.

How to Develop Better Writing Habits

· There’s no better way to consistently improve your work and knowledge of the craft than by adopting good writing habits. 

· These habits will strengthen your writing through study, practice, observation, and self-reflection.

· Set a goal to acquire all of these writing habits over the course of one year or so. Then, adopt one habit each month. By the end of the year, you’ll be well on your way to becoming an expert in all things writing.

Read. Listening to audio books and surfing around the Internet do not count as reading. Curl up with a well written novel, brush up on your nonfiction reading, flip through some poetry collections. Reading is the single best way to naturally acquire writing skills. 

Write every day. A music teacher would say it is better to practice for fifteen minutes every day than to practice for two hours three times a week. I think the same is true for writing. Even if you can only dedicate a few minutes to writing every day, it will become an ingrained habit. Writing will become an integral part of your life. 

Brush up on grammar and style. It’s rare for a piece of writing to be so amazing that readers are willing to ignore bad grammar. Many writers are lazy in this area because learning grammar is a lot of work and it’s academic work rather than creative work. The good news is that once you learn the rules, they will be with you forever. Make sure you know which style guides are pertinent to your chosen field of writing and make sure you include them in your own collection of writing resources. 

Cultivate creativity. Have fun with your writing. Try new words and off-the-wall images. Creative writing keeps readers interested! 

Collect tools and resources. Find out which writing tools work best for you. Some of us like notebooks or note cards. Others need nothing more than a simple computer. Make sure you have a nice stockpile of writing resources, from blog and magazine subscriptions (on the craft of writing) to books and mentors you can call on when you’re faced with writing-related questions. 

Conduct thoughtful research. If you work in the nonfiction arena, then make sure you’ve got your facts straight. Even in fiction, there has to be some alignment with reality for a story to be believable. Resources are abundant. Use them (and be sure to check their credentials). 

Develop a process. Find a writing process that works for you. What steps do you need to complete to tackle a writing project? Maybe you need to start with an outline, or perhaps you do better when you just dive right in. You could have one process for fiction and another for nonfiction. Know yourself and know your process, whatever it may be. 

Proofread, edit, and revise. It’s blatantly obvious when a piece of writing has not been properly proofread. Typos, grammatical errors, and other crimes against language will assault anyone who attempts to read your work. So fix it. 

Share your work and invite feedback. One of the quickest ways to improve your writing is through feedback. Get a real, live, well-read person to review your work. Embrace the feedback, even if it hurts, and then put it to work for you by ironing out all the wrinkles that your friendly reader found. Return the favor: when you edit or critique another writer’s work, you’ll see a piece of writing from the editor’s angle as well as the reader’s. This will give you a better perspective on your own work. 

Make writing a priority. It will be almost impossible to succeed if writing isn’t high on your list of priorities and commitments. If writing is last on your daily to-do list, maybe it’s not something you’re all that serious about. 

(www.writingforward.com/better-writing/writing-habits)
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This Session is about:
· Sentence Transformation

· Important Rules of Sentence Transformation

· Exercises of Sentence Transformation
Introduction

Definition of sentence transformation: Sentence transformation is the application of some type of syntactic rule or convention to move an element in a sentence from one position to another, retaining the meaning of the sentence.

The ability to rewrite sentences so that they have the same meaning as the original 

It is often required for many English ESL/EFL Exams such as Cambridge's First Certificate, CAE and Proficiency. This skill can also help you prepare for the TOEFL examination (Test of English as a Foreign Language). 

Sentence pattern Transformations

Source: etornauta.wordpress.com/category/sentence-transformation/
Source: www.towson.edu/ows/sentpatttrans.htm
The basic sentence patterns in the English language may be transformed in the following ways:

1.  Transform to passive voice

   This transformation requires using a sentence with an action verb and a direct object.
   The sentence may be any of the following patterns:

        NP1 + V-tr + NP2    The dog ate the bone.
        NP1 + V-tr + NP2 + NP3   Joe gave Mary a ring.
        NP1 + V-tr + NP2 + Adj   We consider Joe intelligent.
        NP1 + V-tr + NP2 + NP2   The people made Olaf king.

   To create the transformation,

        1.  make the direct object into the subject, 
        2.  add the "be" auxiliary and the -en ending to the main verb, and 
        3.  place the original doer of the action into a prepositional phrase beginning with by.

    Examples

        [image: image53.jpg]ACTIVE: The dog ate the bone

subect  directobject

PASSIVE: The bone was eaten by the dog.

subject  doer of action in "by" prepositional phrase





       [image: image54.jpg]ACTIVE: Mary gave Joe a rin,a.

subject indirect direct
object  object

PASSIVE: Aring was given to Joe by Mary.

subject doer of action in"by” prepositional phrase





        [image: image55.jpg]ACTIVE: We consider Joe intelligent.

subject direct objecive
object  complement

PASSIVE: Joe is considered intelligent by us

¥

subject repositional phrase





        [image: image56.jpg]ACTIVE: The people made Olaf king

+

subject ditect  objaciive
object  complement

PASSIVE: Olaf was made king by the people
'

+

subject doer of action in"by” prepositional phrase





    NOTE:  Do not change verb tense when transforming sentences from active to passive.

           ate = was eaten     gave = was given     consider = is considered      made = was made
 2.  Transform to the expletive  there is / there are
    This transformation requires using a sentence with a verb of being as the main verb.
    The sentence pattern must be   

        NP1 + V-be + ADV/TP.   A fly is on the wall.
                                                    Two dogs were at the park.

    To create the transformation,

        1.   place  there  at the beginning of the sentence and
         2.  reverse positions of the subject and verb.

    Examples

        [image: image57.jpg]SENTENCE: A/Qy is.on the wall
subject verb

There is/ there are
TRANSFORM:  There is a fly on the wall

T

verh subject





        [image: image58.jpg]SENTENCE:  Two dogs weye at the park
subect  verd

There is/ there are
TRANSFORM:  There were two d?ga at the park.

verh  subect





    NOTE:  Do not change verb tense when creating the there is / there are transformation.
        
                                     is = there is         were = there were
 3.  Transform to cleft

    This transformation allows the writer to emphasize the sentence subject or object.

    This transformation may be used with any of the sentence patterns.

    There are two ways to create this transformation.

        Method #1

        1.  Begin the sentence with It and the appropriate number and tense of the verb of being,
        2.   Focus on either the subject or direct object, and
        3.   Create a second half for the sentence that begins with  who, whom, or that.
        Examples

        [image: image59.jpg]ORIGINAL

SENTENCE: The dog ate the bone
CLEFT

TRANSFORMATIONS: if was the dog that ate the bone

13

1t was the bone that the dog ate





        In the above example, the first cleft transformation emphasizes the subject, dog, using three words to refer to the dog:  it, dog, and that.
        The second cleft transformation emphasizes the direct object, bone, using three words to refer to the bone:  it, bone, and that.

        [image: image60.jpg]ORIGINAL

SENTENCE: We consider Joe intelligent
CLEFT

TRANSFORMATIONS: f is Joe whom we consider intelligent.

13

Itis we who consider Joe intelligent.





         In the above example, the first cleft transformation emphasizes the direct object, Joe, using three words to refer to Joe:  it, Joe, and whom.
        The second cleft transformation emphasizes the subject we, using three words to refer to us it, we, and who.       

       Method #2

        1.  Begin the sentence with What,
        2.   Follow with the subject and verb, and
        3.  Insert the appropriate tense of the verb of being and follow with the direct object.

        Examples

        [image: image61.jpg]ORIGINAL

SENTENCE: The dog ate the bone
CLEFT

TRANSFORMATION: VWhat the dog ate was the hone.





        In the above example, the cleft transformation emphasizes the direct object, bone, using two words to refer to bone:  what and bone.

        [image: image62.jpg]ORIGINAL

SENTENCE: Joe gave Mary aring
CLEFT

TRANSFORMATION: What Joe gave Mary was a ring





        This cleft transformation emphasizes the direct object, ring, using two words to refer to the ring:  what and ring. 

    NOTE:  Do not change verb tense when creating the cleft transformation.

    PAST TENSE:  The dog ate the bone.
       It was the dog who ate the bone.
       It was the bone that the dog ate.
       What the dog ate was the bone.

    PRESENT TENSE:   We consider Joe intelligent.
        It is Joe whom we consider intelligent.

    PAST TENSE:   Joe gave Mary a ring.
        What Joe gave Mary was a ring.

4.  Transform to negative

    This transformation may be used with any of the sentence patterns.

    To create the negative transformation 

       A. With a verb of being as the main verb:  Add not to the verb.

         Example

            [image: image63.jpg]ORIGINAL
SENTENCE: Fido is my dog

verh of heing

NEGATIVE
TRANSFORMATION: Fidois nof my dog





       B.   With an action or linking verb that has an auxiliary verb (have or be): Add not to the verb

            Example - action verb

           [image: image64.jpg]ORIGINAL
SENTENCE: The dog is eating the bone

.

audliary  action verb
verh

NEGATIVE
TRANSFORMATION: The dog is nof ealing the bone





            Example - linking verb

                [image: image65.jpg]ORIGINAL
SENTENCE: The grass was growing tall

e

awlary  action verh
verh

NEGATIVE
TRANSFORMATION: The grass was nof growing tall





        C. With an action or linking verb that does not have an auxiliary verb:  Add not and the 
              appropriate number and tense of do.
            Example - action verb

          [image: image66.jpg]ORIGINAL
SENTENCE: The dog eats the bone

action verh

NEGATIVE
TRANSFORMATION: The dog does not eat the bone





             Example - linking verb      

                [image: image67.jpg]ORIGINAL
SENTENCE: The grass grew tall

linking vert

NEGATIVE
TRANSFORMATION: The grass did nof grow tall




 

5.  Transform to interrogative with yes-no answer

        This transformation may be used with any of the sentence patterns.

        To transform sentences into the interrogative with yes-no answer,

         A. With a verb of being as the main verb:  Transpose the position of the subject and the verb

                [image: image68.jpg]ORIGINAL SENTENCE: Fido is my dog.

subject verh

INTERROGATIVE YES/NO

TRANSFORMATION: Is Fido my dog?
BN

verh  subject





           B. With an action or linking verb that has an auxiliary verb (have or be):  Transpose the position of the subject and the auxiliary verb

                Example - action verb

                  [image: image69.jpg]ORIGINAL SENTENCE: The dog is eating the bone.
subject  veib

INTERROGATIVE YES/NO
TRANSFORMATION: Is the dog eating the bone?

w:‘ Ec/"
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                Example - linking verb

                  [image: image70.jpg]ORIGINAL SENTENCE: The grass was growing tall
subject  vel

INTERROGATIVE YES/NO
TRANSFORMATION Was the grass growing tall?
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           C. with an action or linking verb that does not have an auxiliary verb:  Add the appropriate
                  number and tense of do
     Example - Action verb

              [image: image71.jpg]ORIGINAL SENTENCE: The dog eafs the bone
subject  verb

INTERROGATIVE YES/NO
TRANSFORMATION: Doss the dog eat the bone?
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                    Example - Linking verb

                    [image: image72.jpg]ORIGINAL SENTENCE: The grass grew tall
subject  verb

INTERROGATIVE YES/NO
TRANSFORMATION: Didthe grass grow tall?

-





  6.  Transform to interrogative

        This transformation provides questions that will produce more than a yes/no answer.
        It may be used with any of the sentence patterns. To create the transformation,

        1.   place an interrogative word  at the beginning of the sentence,
         2.  reverse positions of the subject and verb, and
         3.  add do/does/did if needed (action or linking verb without auxiliary verb).

        Interrogative words:

            how     when     where     why     what     which     who       whom
          Example - verb of being
                [image: image73.jpg]SRS SEEEE gy

subjest verb of being

INTERROGATIVE
TRANSFORMATION:  Why is Jog happy?
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 Example - action verb with auxiliary verb    
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          Example - linking  verb with auxiliary verb
              [image: image75.jpg]ORIGINAL SENTENCE: The grass has grown tall
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          Example - action verb without auxiliary verb
              [image: image76.jpg]ORIGINAL SENTENCE: The dog eafs the bone
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INTERROGATIVE
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          Example - linking  verb without auxiliary verb
              [image: image77.jpg]ORIGINAL SENTENCE:  The grass graw tall

suflct veb

INTERROGATIVE
TRANSFORMATION: When did the grass grow tall?
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        NOTE:  Sentences using which or whose to create the interrogative may not require adding do/does/did or transposing the positions of the subject and verb.

               [image: image78.jpg]ORIGINAL SENTENCE ___,  TRANSFORMATION
The dog eafs the bone.  —» Whose dog eafs the bone?
The bog is eating the bone——» Whose dog Js eating the bone?
The grass has grown tall Which grass has grown tall?





7.  Transform to emphasis / emphatic

    This transformation may be used with all sentence patterns except the verb-of-being patterns and with action or linking verbs that do not have auxiliary verbs. To make the emphatic transformation, place do, does, or did in front of the verb, as tense and number dictate.

         Examples

          [image: image79.jpg]ORIGINAL SENTENCE EMPHATIC TRANSFORMATION

The dog eats the bone———» The dog does eaf the bone
Mary gave Joe  fing ——————————————— Mary did give Joe a ring.
We consider Jos intelligent ——————————— We do consider Joe intelligent
The people made Olaf king———————————* The people did make Olaf king
The grass grows tall. —————— The grass does grow tall





8.  Transform to imperative

        This transformation creates a command. It may be used with all sentence patterns. To make the imperative transformation, replace the sentence subject with you UNDERSTOOD and change the verb form to its infinitive form without to.
           Examples:             [image: image80.jpg]ORIGINAL SENTENCE IMPERATIVE TRANSFORMATION

The dog eats the bone—— Eafthe bone
Mary gave Joe a fing ——————————————— Give Joe aring

We consider Jos intelligent ——————————— Considar Joe intelligent
The people made Olaf king——————————= Make Olaf king

The grass grows tal. —————————————* Grow tall

Iam happy. ———— Behappy.





        NOTE:  There is only one tense, simple present, for the imperative transformation.

9.  Transform to exclamatory 

        This transformation creates a surprise statement.
        It may be used with all sentence patterns.

        To make the exclamatory transformation, 

· place what or how at the beginning of the sentence

· rearrange words in the sentence as needed

· place an exclamation point at the end of the sentence

        Examples            [image: image81.jpg]ORIGINAL SENTENCE EXCLAMATORY TRANSFORMATION

The dog eats the bone ——» What abone the dog eats!
Mary gave Joe a fing ——————————————— Whata ring Mary gave Joel

We consider Joe intslligent——————————» Howintelligent we consider Joe!
The people made Olaf king———————————= What aking the people made Olafl
The grass grows tall. ————————————* Howtall the grass grows|

Iam happy. ——————» Howhappy | am|





In many cases, more than one transformation may be performed at a time on a given sentence.

        Example - passive and interrogative         [image: image82.jpg]ORIGINAL SENTENCE WITH TRANSFORMATIONS

Joe gave Mary aring. ——* Why was a ring given to Joe by Mary?





        Example - passive, negative, and interrogative yes-no        [image: image83.jpg]ORIGINAL SENTENCE WITH TRANSFORMATIONS

Joe gave Mary aring. ——* Wasn'ta ring given to Joe by Mary?





        Example - cleft, emphasis, and interrogative yes-no
       [image: image84.jpg]ORIGINAL SENTENCE WITH TRANSFORMATIONS

Joe gave Maryaring. —* Was ita ring that Joe did give Mary?

OR

Was it Joe who did give Mary a fing?
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PARAGRAPH DEVELOPMENT

Dr. Sarwet Rasul

This Session is about:
· What is a paragraph?

·  Selection of topic sentence and controlling idea

· Types of paragraph in a composition: 

· introductory, 

· body, 

· transitional 

· And concluding

· Techniques and Devices to Develop Good Paragraphs

· Exercises and Activities

What is a paragraph?

· A paragraph is a group of sentences that develops one central point.

     (Bates, 1998: p.6)

· A paragraph is a group of related sentences; it usually has one main idea. It has a topic sentence that presents the controlling idea, some supporting sentences, and a conclusion.

· A paragraph is a collection of sentences that all relate to a common theme. In a sense, each paragraph is a small essay.  

     (Taylor, 2005: p.36)

· Be considerate of your reader by making your paragraphs not too long, not too short, and not too dense.

     (Taylor, 2005: p.39)

Writing Paragraphs

· Writing paragraphs is a skill that comes with practice just like almost everything else in life. Once the formulaic understanding of the types of sentences is mastered, joining these sentences together is the next major task in writing process. A good paragraph has a beginning, middle, and end. A good paragraph is one that is well developed and organized. It has a main idea or topic sentence. It has supporting sentences that add clarification or detail to help the reader understand the topic. Finally, it has either a concluding sentence or a transitional sentence that ends the paragraph’s idea completely or moves the reader smoothly to the next paragraph.


(Lacie, 2008:p.211)

The Beginning: The Topic Sentence
· The topic sentence states what the paragraph is about and is thus probably going to be somewhat general in nature. 


(Taylor, 2005: p.36)

· A topic sentence reveals the writer’s direction. It tells the reader where the idea of the paragraph is going. A topic sentence is the beginning, the jumping-off point of the paragraph. Think of each paragraph as a separate entity. Each has a beginning-the topic sentence. A topic sentence is usually the first sentence of the paragraph but not always. (Lacie, 2008:p.212)

Review the following rules for the topic sentence.

· One topic equals one main idea per paragraph.

· The support sentences that follow the topic sentence are closely related to the topic or main idea.

· The topic sentence forces the writer to control the writing of the paragraph by keeping it within the boundaries of the main idea or topic.

· The topic sentence should be neither too broad of an idea nor too narrow in scope.


(Lacie, 2008:p.212)

Selection Of Topic Sentence and Controlling Idea

The topic sentence states the theme and the controlling idea specifies the limits of the statement

Internet has three advantages.

   
Topic: Internet

    
Controlling Idea: three advantages

Starting with this topic the author proceeds to list three advantages

Smoking is harmful for various reasons.

     
Topic: Smoking

      
Controlling Idea: many reasons

Starting with this topic the author gives some reasons why smoking is harmful  

 The controlling idea may be expressed in such phrases

· several reasons              

· three groups                  

· four steps 

·  the following steps  

· these effects

· several problems 

·  three main causes

· two aims

· three characteristics

· two classes

· three kinds

· many rules

The controlling idea may also be expressed in such words:
· Suitable                 
unsuitable

· Good                      
bad

· Successful             
unsuccessful

· Beautiful                
ugly

· Busy                        
free

Exercise: Underline the controlling idea in the following sentences .

1. Different people spend their weekends in different ways.

2. People hold different views about palmistry.

3. There are two misunderstandings about studying.

4. Smoking is harmful for four reasons.

5. School canteens have three disadvantages.

6. I always run into some problems when I try to study at home.

7. There are only two ways of getting thin.

8. Last weekend I had a busy time.

9. I think it is a good idea for everyone to study a foreign language.

10. The use of chemical pesticides can be harmful for plants and animals.  
The Middle: Support Sentences
Support sentences do just that: support. 

The topic sentences are often enlarged by giving examples, supporting details , facts or statistics. They can also be enlarged by stating a cause and noting down its effects.

These sentences provide the reader with more specific or concrete details about your topic sentence or main idea of the paragraph. 

Support sentences help to explain the topic and provide interesting facts.

Usually there are about three to five support sentences in a paragraph, depending on the topic. (Adapted from: Lacie, 2008:p.213)

Take supporting sentences in a paragraph as a logical rather than a random unit.

Supporting sentences also function as a transitory device : help the reader to see the connections between ideas.

SO

Anything that has no direct bearing on the topic sentence must be excluded.

 Apply cohesion and coherence

Look at a poor example……


There are two main reasons why I joined the army. (1) The recruitment office for joining the Army in Karachi is on Shahra-e-Faisal. (2) However the officers have to go for their initial training to the PMA Academy in Kakul. (3) Karachi is on the top of Arabian Sea.(4) But Kakul is near the hill station Abbotabad.(5) It is very green and beautiful in Kakul and on a clear day snow peaked mountains can be seen.(6) My friend Asim had never seen mountains  before, so he was happy  to be recruited along with me.(7) It is a very exciting experience for us.    

Now look at it again:


There are two main reasons why I have chosen to join the Army.(1) First of all it is a noble profession.(2) In this profession we are responsible for defending our country. (3) Also, our countrymen respect us for our devotion and patriotism.(4) The second reason is that in this profession there is a lot of scope for personal development . (5) Officers are groomed to develop self-confidence and leadership qualities.(6) These qualities are useful not only professionally but also in other real-life situations.(7) So, joining the Army was a good decision I took. 

The End: Concluding and Transitional Sentences
These are used to complete a thought about the topic of the paragraph. 

A concluding or clincher sentences ends a stand-alone paragraph with a more thought-provoking statement. 

These are grand finales so to speak; the paragraph is concluded, finished. (Lacie, 2008:p.215)

Concluding sentences
     The boldface sentences that are added onto the support sentences are concluding sentences. These paragraphs are finished and are not leading to another paragraph.

Transitional Sentences
     A paragraph that has a transitional ending ends one thought but slides into the topic of the next paragraph for a smooth transition. (Lacie, 2008:p.215, 216)

Types of Paragraphs

In an essay, there are four types of paragraphs:

introductory, 

body, 

transitional and

 
concluding  





(McCloud-Bondoc, n.d: p.1)

Introductory paragraphs
An introductory paragraph supports the thesis in three ways.

First, it engages readers’ interest with a strong opening sentence. Some writing texts advise using a quotation or an anecdote to capture readers’ attention, and this can work well.

An introductory paragraph also supports the thesis by giving relevant background information and context, such as important facts or theory.

The third, and perhaps most important function of an introductory paragraph, is to introduce the thesis statement and thereby focus your readers on the central idea of your paper. 



                      (McCloud-Bondoc, n.d: p.1,2)

Body paragraphs

Once you have engaged your readers and presented your thesis in your introduction, use your body paragraphs to fully develop your ideas. 

You can do this by first introducing a sub-topic of the thesis in a topic sentence.

 For example, if you were expanding a theme about Napoleon’s loss at Waterloo, you might have a topic sentence that reads like this: “Napoleon brought on one of the first financial crises of the French government by emptying government coffers for his war with Britain.” 

Notice that the topic sentence doesn’t provide details, just the general topic of the paragraph. Notice also that the topic sentence tells readers how the paragraph’s topic/main idea relates to the essay’s core thesis.

 With your topic sentence in place, you can now develop your idea with sentences that provide supporting details.










(McCloud-Bondoc, n.d: p.2)

Transitional Paragraphs

There may be times when you want to shift from one sub-topic of your thesis to another or from a general discussion to a more detailed treatment of an idea. At these times, you can use a transitional paragraph to sum up and hint at the material to come. Transitional paragraphs act as signposts that guide readers to the next part of your essay.










(McCloud-Bondoc, n.d: p.3)

Concluding Paragraphs
The conclusion should reassert the core idea of your work, but it should also clearly flow from the material you have carefully developed in your body paragraphs and thus, it should be more than a mechanical restatement of your thesis. Rather, an effective concluding paragraph should reinforce the central idea of your paper and leave your readers satisfied that you have made your case.

One way to ensure that you have written an effective conclusion is to ask, “Does it strengthen the main message of my paper?” If it draws conclusions from the points you have made in your paper or suggests the implications of them, chances are your conclusion is fully developed.









(McCloud-Bondoc, n.d: p.4)

Keep in mind that the purpose of the writing and the audience must be determined: to focus on the writer’s experiences is the expressive aim, to inform or explain information is the expository aim, and to persuade or argue the reader to one side of an issue is the persuasive aim.

Techniques to Develop Good Paragraphs

Several methods exist for developing paragraphs. Some writers may find that simply using an outline helps them to better enhance their skills, while others may discover that they need to combine different techniques to put together stronger writing.

Here are some suggestions that may help in developing a good paragraph:

· Creating an outline

· Topic sentence development

· Supporting details

· Using quotations and evidence

· Analyzing quotations and evidence

· Providing strong, relevant information

· Using concise language

· Using clear words

· Crafting a strong conclusion statement

· Utilizing appropriate transition words

· Following proper grammar rules

(http://examples.yourdictionary.com/examples/examples-of-paragraph-development.html) 

Devices to achieve good paragraph

A true paragraph is not just a set of sentences put together but sentences which are interlinked with each other. This interlinking provides coherence to the paragraph. There are four significant devices to achieve this quality. These are:

1. Pronouns, 

2. Repetition of key words and phrases, 

3. Synonyms and 

4. Connectives. 





(Mohan & Raman, 2007:p. p.112)

Now each of these is discussed in detail:
Pronouns
Words that refer to nouns or other pronouns—allow readers to follow your train of thought from one sentence to the next without boring repetition. Without pronouns, you would have to repeat nouns over and over.









(https://docs.google.com/viewer?a=v&q=cache)


Example


Pasteur proved that he was right by a very simple and clever experiment. He put some soup into some bottles and then he boiled it in order to destroy any germs that might already be in the soup. After that, he heated and pulled out the neck of each bottle until it formed a long narrow neck with a big bend in the middle.

  







 (Mohan & Raman, 2007:p. p.112)

Repetition of key words
 A key word is a strong word that’s central to the main idea of the paragraph. Repetition of a key word is a useful way to achieve COHERENCE in a paragraph.  

Capital can build irrigation canals in India, supply pumps and tube-wells to tap the fresh water under the saline marshes of the Indus river basin in west Pakistan. Capital can supply tools, machinery, pesticides, fertilizers and provide training in modern methods. Most important of all, foreign capital can create an atmosphere that is conducive to self-help.









(Mohan & Raman, 2007:p. p.112)

Synonyms
 If you start writing on the topic of hiding something, for example, you might use synonyms like conceal, concealing, hidden, or camouflage to continue that idea in later sentences or paragraphs.
 (https://docs.google.com/viewer?a=v&q=cache)
Example:



Today, foetal monitors prevent cases of brain damage, caused when the baby’s oxygen is cut off during labour and birth.  Intensive care units for the newborn will halve the rate of US infant mortality.








(Mohan & Raman, 2007:p. p.113)

Connectives
 Connectives are words such as but, if and therefore which indicate logical relations between two clauses or sentences. They belong to three different word classes:

· coordinating conjunctions: but, and, or
· subordinating conjunctions: if, because, until, etc.

· adverbs: therefore, nevertheless, then, meanwhile, etc.







(http://www.phon.ucl.ac.uk/home/dick/tta/connectives/connectives.htm)

Example



Thus, the mishandling of connectives by students is more than a minor local irritant, though it is often treated as such. On the contrary, overuse always shades into misuse, and because the misuse of connectives is inseparable from poor thinking, the issue could hardly be more important.









(Mohan & Raman, 2007:p. p.113)

Activity 2 

Unity: It means that all the sentences refer to the main idea, or the topic of the paragraph.
I live in a house with my family. We have two bedrooms and a living room. We have a garden and we have some flowers there. In weekdays I arrive home at five o'clock and I have lunch. Then I do my homework and go to bed. I had a computer but now it does not work. I have a brother and a sister and I think I am very lucky to live with them. Sometimes our relatives visit us. Our house becomes very crowded sometimes but I like it. 

In a unified paragraph, we expect all the sentences to be about the main idea of the paragraph. Now, write the topic/title of the paragraph so that it covers all the sentences.
(Adapted from: http://www.buowl.boun.edu.tr/students/Paragraph%20Writing%20Exercises.htm)

 Possible Answer:  “My Life at Home”
Activity 3

Coherence: It means that the sentences should be organized in a logical manner and should follow a definite plan of development.

I live in a house in Izmit. It is not old or modern. It is a normal Turkish house. We can say it is near the sea. It takes about 10 minutes to go to the sea side on foot. We have one bedroom, one living room. We have two other rooms, too. We use them as a dining room. Naturally, we have a kitchen, a bathroom, and a toilet. I live with my parents. And our house has a little garden; my parents spend their time there to grow vegetables and fruit.

The paragraph is well organized until the writer says he lives with his parents. It looks like this idea interrupted his description of the house. It should be put somewhere else in the paragraph. Rewrite the paragraph in the correct order of ideas by adjusting this information appropriately.
          (http://www.buowl.boun.edu.tr/students/Paragraph%20Writing%20Exercises.htm)

Possible Answer

I live in a house in Izmit. It is not old or modern; it is a normal Turkish house. It is near the sea; it takes about ten minutes to go to the seaside. In the house, there are two bedrooms, one living room and two other rooms that we use as dining rooms. Naturally, we have a kitchen, a bathroom, a toilet, and a little garden. My parents spend their time growing vegetables and fruit there.

Activity 4

Practice 1

For each of the following paragraphs, choose the topic sentence that best fits the rest of the paragraph.

_____ Residents have been directed to use the new plastic bins as their primary recycling containers. These new containers will make picking up recyclables faster and easier. 

a. The city has distributed standardized recycling containers to all households.

b. Recycling has become a way of life for most people.

c. While most Americans recycle, they also use more resources than residents of other countries.

d. Even small cities have begun recycling to pick up used glass, plastic, and paper.

1.   This is the best choice because it is the only one that refers to recycling containers, which is the main focus of this paragraph. The other choices are statements about recycling in general.

Practice 2: 

_____ Telecommuters produce, on average, 20% more than if they were to work in an office. Their flexible schedule allows them to balance both their family and work responsibilities. 

a. People who work in offices make up a large part of the U.S. workforce.

b. Office workers who telecommute from their own homes are more productive and have greater flexibility.

c. Many companies now offer their employees benefits that were not available just a few years ago.

d. One of the biggest problems in corporate America is the lack of skilled office workers.

2. b.   This is the only choice that mentions telecommuting, which is the main focus of this paragraph. The other choices are too general.

Practice 3:

_____ No search of a person's home or personal effects may be conducted without a written search warrant. This means that a judge must justify a search before it can be conducted.

a. There is an old saying that a person's home is his or her castle.

b. Much of the U.S. legal system was based on the old British system.

c. The Fourth Amendment to the Constitution protects citizens against unreasonable searches.

d. "Personal effects" is a term that refers to the belongings of a person.

3. c.   This choice refers to "unreasonable searches," which is the main focus of this paragraph. Choice a can be ruled out because this idea is not developed by the other two sentences. Choices b and d do not relate to the topic of unreasonable searches. 

Practice 4:

 _____ You must imitate as closely as possible the parents' methods of feeding. First, hold the beak open using thumb and forefinger. Then, introduce food into the beak with tweezers or an eyedropper.

a. Recently, I read an article about baby birds.

b. Hand-rearing wounded or orphaned baby birds requires skill.

c. Baby birds are very special creatures, and they are also very small.

d. I have been told that you should not touch a baby bird that has fallen out of its nest.

4. b.   This choice clearly fits with the main focus of the paragraph, which is the skill that is needed to hand-rear orphaned baby birds. Choice a is too vague to be a topic sentence. Choices c and d introduce other topics. 

Practice 5:

_____. All waves, though, have common characteristics that govern their height. The height of a wave is determined by its speed, the distance it travels, and the length of time the wind blows. 

Currents, unlike waves, are caused by steady winds or temperature fluctuations.

Tsunamis used to be called tidal waves.

Ocean waves can vary from tiny ripples to powerful, raging swells.

A breaker is when a wave gets top-heavy and tips over.

5. c.   The main focus of the paragraph is the height of a wave. This is the only choice that introduces that topic.
(http://www.education.com/study-help/article/paragraph-development-set-28/)

For each of the following paragraphs, choose the sentence that does NOT belong.

Paragraph 1

(1) An odd behavior associated with sleep and dreaming is somnambulism, commonly known as sleepwalking. (2) Sleepwalkers suffer from a malfunction in a brain mechanism that monitors the transition from REM to non-REM sleep. (3)REM sleep is vitally important to psychological well-being. (4)Sleepwalking episodes diminish with age and usually cause no serious harm—the worst thing that could happen would be a fall down the stairs.

 Sentence 1

Sentence 2

Sentence 3

Sentence 4

Answer

(1) An odd behavior associated with sleep and dreaming is somnambulism, commonly known as sleepwalking. (2) Sleepwalkers suffer from a malfunction in a brain mechanism that monitors the transition from REM to non-REM sleep. (3)REM sleep is vitally important to psychological well-being. (4)Sleepwalking episodes diminish with age and usually cause no serious harm—the worst thing that could happen would be a fall down the stairs.

This is the only sentence that does not mention sleepwalking, which is the subject of the passage.

Paragraph 2

(1) Lyme disease is sometimes called the great imitator because its many symptoms mimic those of other illnesses. (2) When treated, this disease usually presents few or no lingering effects. (3) Left untreated, it can be extremely debilitating and sometimes fatal. (4) One should be very careful when returning from a trek in the woods to check for deer ticks.

Sentence 1

Sentence 2

Sentence 3

Sentence 4

Answer

(1) Lyme disease is sometimes called the great imitator because its many symptoms mimic those of other illnesses. (2) When treated, this disease usually presents few or no lingering effects. (3) Left untreated, it can be extremely debilitating and sometimes fatal. (4) One should be very careful when returning from a trek in the woods to check for deer ticks.

Although there is a connection between Lyme disease and deer ticks, this connection is not made in the paragraph.

Paragraph 3

(1) The harp is a musical instrument that has an upright triangular frame. (2) Its strings are positioned perpendicular to the sounding board. (3) Harps are found in Africa, Europe, North and South America, and a few parts of Asia. (4) Its beautiful sound, which is capable of stirring great emotion, might bring tears to your eyes.

Sentence 1

Sentence 2

Sentence 3

Sentence 4

Answer

(1) The harp is a musical instrument that has an upright triangular frame. (2) Its strings are positioned perpendicular to the sounding board. (3) Harps are found in Africa, Europe, North and South America, and a few parts of Asia. (4) Its beautiful sound, which is capable of stirring great emotion, might bring tears to your eyes.

The first three sentences are written in an objective, professional tone. The tone of Sentence 4 is much more personal and subjective so even though it says something about a harp, it is quite out of character in this paragraph. 
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TYPES OF PARAGRAPH
DR. SARWET RASUL
This session presents types of paragraph
Another way of looking at paragraphs

· Descriptive paragraph

· Narrative paragraph 

· Expository paragraph

· Argumentative and Persuasive paragraph

· Defining paragraph

· Comparison and classification paragraph

· Process oriented paragraph 

· Evaluative paragraph 

· In order to write coherent essays, students need to learn about the basic functions of various paragraphs in college writing. Most paragraphs will have several functions to fulfill at a time and it is important to know under what circumstances their functions can be conjoined, if at all.
· Sources for types of paragraphs: (http://writingcenter.unc.edu/handouts/paragraphs/), www.time4writing.com/free-writing-resources, suite101.com/article/seven-types-of-paragraphs-a99946 www.write.armstrong.edu/handouts/Modes.pdf, and (https://docs.google.com/viewer?a=v&q=cache:cF5VsSt2YPIJ


Different Types of Paragraphs 
1. Descriptive Paragraph

· When writing this type of paragraph, you describe something with words that allow your reader almost to "see" what you are describing.

· A descriptive paragraph provides specific details about what something looks, smells, tastes, sounds, or feels like. 

· The basic objective of descriptive writing is the depiction of the appearance of people, places, and things. The writer helps recreate for the reader sense impressions (sight, sound, touch, smell, and taste) that have been experienced or observed by the writer. 

· Organize spatially, in order of appearance, or by topic.

· In a paragraph developed by detail, the topic sentence is supported by factual material, either sense impressions or conceptual facts. Almost all writing has some detail in it. 

· Description is not what you saw, but what readers need to see in order to imagine the scene, person, object, etc.

· Description requires you to record a series of detailed observations. Be especially careful to make real observations.

· The success of a description lies in the difference between what a reader can imagine and what you actually saw and recorded; from that gap arises a spark of engagement.

· Use sensory language. Go light on adjectives and adverbs. 

· Look for ways to describe action. 

· Pay special attention to the sound and rhythm of words; use these when you can.

· Use strong verbs and colorful adjectives in a descriptive paragraph 

· Verb Examples: run, leap, jump, shout, whisper

· Adjective Examples: smelly, disgusting, gorgeous, radiant, brilliant, black, tall

· Sample Sentences with strong verbs and colorful adjectives: 

· "The petite young girl merrily skipped around the blossoming, fragrant bushes."

· "A strong, putrid odor flowed through the musty air outside the garbage dumpster."

· In these examples each sentence lets the reader see (and smell!) what is being described.

Examples of Descriptive Paragraphs.doc
Sample Descriptive Paragraph—Nonfiction
“Let’s walk,” she says serenely, slipping her arm in mine and heading into Central Park. As she strolls along, folks check her out and occasionally point. She is tall, strong, and straight-backed, glowing with vegan health and moving confidently through the crowds in her all-black ensemble. In videos and photos, she looks like she has a prominent jaw, but in person it is much softer, as are her other features (Windex-blue eyes, glossy black hair). Her voice is gentle and melodious, and she looks you square in the eye when she speaks.
—from Jancee Dunn’s “The Cole Truth,” Rolling Stone 786, May, 1998.

 Sample Descriptive Paragraph—Fiction
It was a tiny, grubby-looking pub. If Hagrid hadn’t pointed it out, Harry wouldn’t have noticed it was there. The people hurrying by didn’t glance at it. Their eyes slid from the big book shop on one side to the record shop on the other as if they couldn’t see the Leaky Cauldron at all. In fact, Harry had the most peculiar feeling that only he and Hagrid could see it. Before he could mention this, Hagrid had steered him inside. For a famous place, it was dark and shabby. A few old women were sitting in a corner, drinking tiny glasses of sherry. One of them was smoking a long pipe. A little man in a top hat was talking to the old bartender, who was quite bald and looked like a toothless walnut. The low buzz of chatter stopped when they walked in.
—from Harry Potter and the Sorcerer’s Stone, by J. K. Rowling (Scholastic, 1999)
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Narrative Paragraph

· This type of paragraph describes one primary topic and narrates or tells a specific story.

· It usually involves one main happening, event, adventure, scene etc.

· The basic objective of narrative writing is the recreation of a sequence of events. The elements of a good narrative are characters, a natural time sequence, plot, dialogue, and a point worth considering. 

Tips: 

1. To tell the story, go chronologically, from start to finish. A sequential presentation of the events adds up to a story.

2. Normally be chronological (though sometimes use flashbacks)

3. Start with a topic sentence that grabs the reader's attention.

4. A narrative paragraph provides lots of detail but stays on topic so use plenty of interesting details.

A narrative differs from a mere listing of events. Narration usually contains characters, a setting, a conflict, and a resolution. Time and place and person are normally established. Specific details always help a story, but so does interpretive language. You do not just lay the words on the page; you point them in the direction of a story. Here is an example of how to start your narrative paragraph with a strong topic sentence and beginning:

"This past weekend I had the time of my life since I had my best friend over. We made a delicious, mouth-watering pizza for dinner, after which we had a friendly video game competition."
· Use transition words to move from event to event 

· "On Saturday, my dad took us out on the boat. The weather was perfect and the water was warm. It was a great day to go for a swim. Later that night, we went to the movies. We saw an action-packed thriller and ate a lot of popcorn. Finally, on Sunday, we rode our bikes all over town. By the end of the day, my legs were very tired. I only hope that next weekend can be as fun as this one."

· Do you see how the some words help move the narrative naturally from one thing to the next?

· This paragraph keeps everything in order and gives lots of detail about one thing: the weekend.

Examples of Narrative Paragraphs
Sample Narrative Paragraph—Nonfiction
During the final years of his life, [Franz] Kafka’s health deteriorated rapidly. In 1923 he fell in love with Dora Dymant and settled in with her in Berlin; he asked Dora’s father for permission to marry her but was refused. In the winter of 1923-24 he moved into a series of clinics and sanitariums. He died, Dora at his side, on June 3, 1924, at a sanitarium in Kierling, near Vienna. His surviving family, including his sisters, all perished several years later in Nazi concentration camps. 

—from “The Modern Period” of Literature of the Western World, Vol. II, 3rd edition. Eds. Brian Wilkie and James Hunt (Macmillan, 1992)

Sample Narrative Paragraph—Fiction
None of it came up until my early thirties, when I got involved with a woman. Her name was Jeanne. We had been classmates at Cornell, both pre-med, both of us seeing someone else. Years afterward I was working for a drug company in N— that was coming under fire for manufacturing an anti-depressant that had bad side effects. We were trying to gather some support for the drug from the medical community, and I met Jeanne again at a conference. She had become a shrink. Excuse me, a psychiatrist. And yes, she had done a lot of research on posttraumatic psychosis and even had a healthy share of Holocaust survivors and incest victims and Vietnam veterans among her clients.
—from Pink Slip, by Rita Ciresi (Delta Publishing, 1999)
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3. Expository Paragraph

Often this kind of a paragraph is used as a component of other types of writing. It’s written in order to clarify or explain problems and phenomena. Writing exposition paragraphs requires strict focus on evidence and objective language. It can contain elements of comparison and contrast, or cause and effect writing as both facilitate accurate exposition of the subject-matter.

· When writing this type of paragraph, you provide information. 

· You write it in a logical sequence so your reader can follow the ideas.

· Three parts of an Expository Paragraph are: 1. topic sentence,2. supporting sentences in a logical sequence, 3. concluding sentence

· Exposition is explanatory writing

· Exposition can be an incidental part of a description or a narration, or it can be the heart of an article

· Aside from clarity, the key problem with exposition is credibility. What makes your explanation believable? 

· Normally, writers solve this problem by citing authorities who have good credentials and good reason to be experts in the subject.

Examples of Expository Paragraph
Sample Expository Paragraph—Nonfiction
The use of wedding rings has evolved as the latest of all the bridal traditions. From the earliest times, kings used initial rings to sign documents because they were unable to write. Since the initial, or signet, ring had the potency of the king’s signature, anyone possessing a facsimile was put to death immediately. Later, during Greek times, when Alexander the Great died, his vast kingdom was, according to his instructions, divided among his generals. They also got copies of his signet ring. They used these themselves and even allowed trusted advisors to use them when they served as the generals’ proxies. Eventually, rulers even allowed their courtiers to wear copies of their royal signets. Finally, the custom spread among the common people, and nearly everybody who couldn’t write signed official documents with a signet ring. Rings thus became a sign of contractual agreement, which meaning was eventually applied to wedding rings.

Sample Expository Paragraph—Fiction
Many of the Jews of Iberian origin had long ago been robbed of the knowledge of their rituals, forced, during the time of the Inquisition, to convert to the Catholic faith. These so-called New Christians were sometimes sincere in their conversions, while others had continued to practice their religion in secret, but after a generation or two they often forgot why they secretly observed these now-obscure rituals. When these secret Jews fled Iberia for the Dutch states, as they began to do in the sixteenth century, many sought to regain Jewish knowledge. My father’s grandfather had been such a man, and he schooled himself in the Jewish traditions—even studying with the great Rabbi Manasseh ben Israel—and he raised his children to honor the Jewish traditions.
—from A Conspiracy of Paper, by David Liss (Random House, 2000)
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4. Argumentative or Persuasive Paragraph

This paragraph is of the kind of writing used widely in editorials and columns, and it uses a direct, exhortatory approach: Believe Me and Do It!

· A persuasive paragraph may also serve as the message of “OK, now get up and act!"

· To persuade people to change their minds or take an action, more is needed than your opinion or sense of conviction. 

· You need to supply them with the information, analysis, and context they need to form their own opinions, make their own judgments, and take action.

Examples of Argumentative Paragraph
Sample Argumentative Paragraph—Nonfiction
Nothing gives the English more pleasure, in a quiet but determined sort of way, than to do things oddly. They put milk in their tea, drive on the wrong side of the road, pronounce Cholmondeley as “Chumley” and Belvoir as “Beaver,” celebrate the Queen’s birthday in June even though she was born in April, and dress their palace guards in bearskin helmets that make them look as if, for some private and unfathomable reason, they are wearing fur-lined wastebaskets on their heads.
—from Notes from a Small Island, by Bill Bryson (Doubleday, 1995)

Sample Argumentative Paragraph—Fiction
The pure argumentative paragraph is primarily a nonfiction writer’s tool. But occasionally in fiction, the author needs to persuade the reader to accept the premise upon which the story is based, as in this opening paragraph from Chris Bohjalian’s Water Witches (Scribner, 1997):

Some people say that my wife’s sister is a witch. My father, for one. My brother, for another. And while I will not dispute their use of the term when they are merely alluding to her somewhat contrary nature, I do take issue with them when they use the word to malign what she believes is her calling. After all, it is a calling that to a lesser extent my wife hears as well. No, my sister-in-law is no witch, at least not literally. She, along with my wife and my mother-in-law, is simply a dowser. She is capable of finding underground water with a stick. She is capable of divining underground water with a stick. And unlike my wife and my mother-in-law, she is an active dowser. She does not merely have the power, she uses it.
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5. Defining Paragraph 

Definition paragraphs are used in order to explain the meaning, origin and function of things. They are used both in academic writing and fiction. To write a definition paragraph, writers should concentrate on the role of its subject in the context of the essay and account for evidence as well as examples accordingly.

·        Defining paragraphs demand more accuracy in presentation. 

· You can define in different ways such as using an authentic source such as dictionary; or you can define by characteristics. 
· Be careful of the danger that it may become monotonous when you define anything by the "according to Webster's" method. Meaning is found in the world, not in the dictionary; so relate it to real world as well. 

· Sometimes saying what something is NOT can help readers; but make a strong effort to say what it IS.

6. Comparison and Classification paragraph 

· There is a helpful technique for writing a comparison. If you follow it, your comparisons will benefit.

· Before writing a comparison, draw up a chart and fill it in, to make certain you have all the elements necessary to write a comparison. 

· If you do not make such a chart, there is a chance you will have loop- holes in your comparison.

· Devise a system of presenting comparisons.

· Above all tell at the beginning about that system.

· The classification paragraph is usually expository and is a process of grouping terms or ideas that are related in some specific way.

· Writing classification paragraphs requires a more varied approach. It should be concentrated on defining as well as making relevant comparisons. In other words, writers should classify the subject of the paragraph in a specific context providing comparisons to corresponding ideas. Classification can be performed on multiple levels – semantic (comparing different meanings of things), linguistic (using vocabulary to show contrast), and more.

7. Process Analysis Paragraph

Explain how something works, step by step. Perhaps follow a sequence—first, second, third. Writing about a process is a rhetorical strategy that reports a sequence of actions by which something is done or made. A process usually proceeds chronologically—first do this, then do that.

· In describing how a process happens or how to perform a series of actions, always think of your readers: can they follow this?

· Analyze the process into a series of steps. Put the steps into sequence.

· Then isolate the steps: number them or give a logical sequence

· Use illustrations keyed to the steps when appropriate: people can often read diagrams better than they can read lists of steps

·  Always ask an outsider to read your process analysis to see if it can be followed. Once you are close to a subject, it is difficult to know when you have left something out.

8. Evaluative paragraph

· The basis of an evaluative paragraph or essay is to put a value on something (literature, drama, objects, food, movies, etc.) To begin an evaluation the writer must first set the criteria on which the object is being judged. 

EXERCISE: Write one paragraph starting with each of the topic sentences.


1. Visitors love Karachi for four reasons.

2. Telling lie causes several problems.

3. Schools are like prisons for three reasons.

4. Wearing wrist watch has many advantages.

5. There are some major moral issues in the existing society.

6. Television is affecting badly two groups.

7. People are learning English for many reasons.

8. Two classes are suffering from unemployment.

9. I do not read newspaper for a few reasons.

10. I usually work harder at weekends than I do during the week.
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PART 1: WRITING AN OUTLINE 
AND
PART 2: USING A DICTIONARY 
Dr. Sarwet Rasul
This lesson is about:
· Part 1: Writing an Outline

· Part 2: Using a Dictionary

· Part 1: Writing an Outline

· What is an outline?

·  Types of outline

· Macro outline

· Micro outline

· Advantages of using an outline

· What is clustering? 

· How to use clustering?

· Difference in a good and bad outline

· From outline to essay/ paper
What is an Outline?
· An outline is a way of formally arranging and developing your ideas. Though formal in form, there is a great amount of flexibility in how you might approach making an outline. It can be made either before you’ve written a single word on the topic or after a draft or two. It can quickly cover the main ideas or become a detailed, in-depth undertaking. 

· The purpose of an outline is to help you organize your paper by checking to see if and how your ideas connect to each other, or whether you need to flesh out a point or two. No matter the length of the paper, from a 3-page weekly assignment to a 50-page senior thesis, outlines can help you see the overall picture.

· Besides the basic structure (Roman numerals followed by capital letters followed by Arabic numerals, etc), there is no right or wrong way to make an outline. You can do a combination of short phrases with long sentences, or stick with one or the other.

http://writing2.richmond.edu/writing/wweb/outline.html

Types of outline

· I. What is it?



A. Form
B. Purpose

· II. Macro

A. Phrases

B. Example


1. Explanation


2. Analysis


· III. Micro

A. Details

B. Quotations

C. Example





1. Explanation


2. Analysis

· IV. Crafting an outline

A. Identify Topic

B. Main Points

C. Order

D. Sub-points

E. Evaluate


· V. Outline to Paper

A. Where to start

B. Changing outline

C. Retro-outlines that could be ordered in any number of ways. 

Macro Outlines
Macro outlines, also known as topic outlines, help you to see the larger picture through a series of short phrases. It is particularly helpful when you are writing about a variety of ideas or issue. As you can see, each part of the outline consists of just a few words, and conveys the basic idea of what belongs there, without going into too much detail. It is very easy to quickly look over and see the big picture, making sure you’ve covered all the points that you want to discuss. In addition, you can easily rearrange any section simply by copying and pasting, without getting too bogged down. 

· Macro outlines tend to work well in conjunction with clustering, as the short phrases from a clustering exercise can translate quickly to a macro outline. 

· Clustering is a type of prewriting that allows you to explore many ideas as soon as they occur to you. 

· Like brainstorming or free associating, clustering allows you to begin without clear ideas.

· To begin to cluster, choose a word that is central to your assignment. For example, if you were writing a paper about the value of a college education, you might choose the word "expectations" and write that word in the middle of your sheet of paper. Circle "expectations," then write words all around it--words that occur to you as you think of "expectations." Write down all words that you associate with "expectations," words that at first may seem to be random. Write quickly, circling each word, grouping words around your the central word. Connect your new words to previous ones with lines; when you feel you have exhausted a particular avenue of associations, go back to your central word and begin again.
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More details on: What is Clustering?

For example, "expectations" might lead you to consider "the social aspects of college," which may lead you to consider "career networking." You may then find yourself writing down words that compare the types of jobs you might get through career networking. You may end up asking yourself questions such as "What sorts of jobs do I want? Not want?" Have fun with this exercise; even silly questions can open avenues to explore, such as "What if I ended up waiting tables at Buddy's?" "Would I rather be a lion-tamer or an accountant?" "What about my brilliant career as a stand-up comedian?"

· Some words will take you nowhere; with other words you may discover that you have many related words to write. Random associations eventually become patterns of logic as you look over your work. After looking over the clustering exercise above, you might conclude that you want an exciting career as a performer of some type, rather than a job in the service sector or behind a desk.

· Now your sample paper/ essay about the value of a college education has some focus: how you expect college to lead to an interesting career that involves creativity, skill, and performance. You might then want to return to the phrase "Job Skills" and develop that part of your cluster, noting the skills that you'd need to reach your ideal career.

· Clustering does not take the place of a linear, traditional outline; but, as the example shows, it allows you to explore ideas before committing them to a particular order. 
Topic Outline: good and bad samples

Source: Yorkey, R. C. (1982). Study Skills for Students of English. (2nd ed.). New York: McGraw-Hill
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· Topic Outline: Another sample


[image: image88]Source: Yorkey, R. C. (1982). Study Skills for Students of English. (2nd ed.). New York: McGraw-Hill

Micro Outlines

· A Micro Outline, contrary to what its name might suggest, micro outlines can be even longer than macro outlines. A micro outline (also known as a sentence outline) goes into the little details of the paper, and is particularly useful when the topic you are discussing is rather complex in nature. For this reason, it is often more useful to create an outline using complete sentences, rather than the short phrases of the macro outline.

· In addition, it can sometimes be useful to insert the quotations you may use and subsequent analysis into your micro outline. This can help to ensure you have enough support for your ideas, as well as a reminder to actually analyze and discuss quotations rather than simply insert them and move on.

Sample of Micro outline
I. What is an Outline?


A. An outline is a formally arranging and developing your ideas
B. The purpose of an outline is to help you organize your paper, checking to see if and how your ideas connect to each other, or whether you need to flesh out a point or two


II. Macro Outlines


A. Macro outlines, also known as topic outlines, help you to see the larger picture through a series of short phrases
B. Example


1. Each part of the outline consists of just a few words, and conveys the basic idea of what belongs there, without going into too much detail
2. It is very easy to quickly look over and see the big picture, making sure you’ve covered all the points that you want to discuss Mind maps


III. Micro Outlines


A. A micro outline (also known as a sentence outline) goes into the little details of the paper, and is particularly useful when the topic you are discussing is complex in nature
B. It can sometimes be useful to insert the quotations you may use and subsequent analysis into your micro outline
C. Example

1. A micro outline tends to be much longer than the macro outline.
2. By using complete sentences, you are able to see exactly what you are writing about instead of relying on key words to spark ideas


IV. Crafting an outline


A. Identify Topic: put it in your own words to show your individual understanding.
B. Main Points: What are the main ideas you want to convey or need to convince your audience?
C. Arrange your main points in a logical order and list them in the outline. 
D. Create sub-points beneath each major idea
E. Evaluate your outline. Look over what you have written. Does it make logical sense? Is each point suitably fleshed out? Is there anything unnecessary?


V. Outline to Paper


A. One of the best things about an outline is that you can start at any point, and still know what you need to discuss before and after that section.
B. It may be that the act of writing these ideas out has spawned new ideas that simply need to be added to your outline. 
C. Try a retro-outline, which means creating an outline from the paper rather than vice versa. This method is quite useful before handing in any paper, regardless of whether or not you made an initial outline.

As you can see from this example, a micro outline tends to be much longer than the macro outline. However, by using complete sentences, you are able to see exactly what you are writing about instead of relying on key words to spark ideas. Some people also find it easier to move from a micro outline to the paper, since there is so much already written, and they can simply continue to expand on the ideas with further analysis rather than trying to remember the reason why some point was included in the first place. 

Sentence outline: Source: Yorkey, R. C. (1982). Study Skills for Students of English. (2nd ed.). New York: McGraw-Hill

· 
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Sample format Yorkey, R. C. (1982)
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Activity
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Moving from the Outline to the Paper
· Once you have a satisfactory outline, you are ready to start writing the essay/ paper. One of the best things about an outline is that you can start at any point, and still know what you need to discuss before and after that section. Try to follow the flow of the outline as much as possible, since that is its purpose.

· As you write, however, you may find yourself diverging from your outline. Don’t panic. It may be that the act of writing these ideas out has spawned new ideas that simply need to be added to your outline. Go ahead and add them, but make sure all the ideas still flow together well.

· On the other hand, moving away from the outline can also mean that you have lost your focus. So, be careful. 

Part 2 of the session: Using a Dictionary
This part covers the following:
· The Authority of a Dictionary 

· Differences in British and American English and the use of dictionaries

· Desk Dictionaries 

· Which dictionary to buy?

· What a dictionary will tell you?

·  Exercises on how to use a dictionary effectively?

· Introduction

· For foreign students of English, a good dictionary is a necessary reference book.

· Like all tools, however, it is valuable only if it is used correctly and efficiently.

·  A short time spent on what a dictionary contains and how it should be used will save you much time later. 

Note: All the material for “Using a Dictionary” is taken from : Yorkey, R. C. (1982). Study Skills for Students of English. (2nd ed.). New York: McGraw-Hill 
The Authority of a Dictionary

· There are many English dictionaries; a few are excellent, many are poor. None of them is “the supreme authority” that advertisers may claim. 

· Unlike some other languages, English has never been regulated, approved, or authorized by an academy or government ministry. An English dictionary is merely a record of how English speakers define, pronounce, spell, and use the words of their language.

· The only authority an English dictionary has is its completeness, its accuracy in reporting the facts, and its recency of publication.

· British and American English

· Foreign students are frequently worried about the differences between British English and American English.

· Although these differences may seem to be confusing at first, they are not sufficiently numerous or important to worry about. 

· Where a difference exists, a good dictionary will indicate alternate British or American pronunciations, spellings, or meanings. Either is equally correct. 

Desk Dictionaries

· Several large dictionaries, called unabridged, contain all the words of the language. Usually you will not need such a complete dictionary. If you should, you will find it in the reference room of a good library. 

· Your study needs will be met by one of the common and convenient abridged dictionaries.

·  These are desk dictionaries that have more than 100,000 words+ important references. 

· Buy a recent edition.   
Which dictionary to buy?
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What a dictionary will tell you?
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……………………………………………
NOTES TAKING



Dr. Sarwet Rasul

This lesson is about:

· What is Note-Taking? 

· Types of note-taking

·  The Cornell format 

· The Mind Map format

· Standard organized outline format

· Advantages of note-taking

· How to take notes?

· Activities and Exercises

Introduction

Definition: Note-taking is the practice of recording information captured from another source. By taking notes, the writer records the essence of the information, freeing his/ her mind from having to recall everything.

What is Note-Taking?

· Note taking involves making a permanent written record of main points and supporting details to which one may refer later. Although note taking most commonly is used to record oral presentations, note taking strategies may also be used to record notes from written sources.

(http://www.muskingum.edu/~cal/database/general/notetaking.html#Background)

· Note taking involves recording ideas and facts that you learn in class to help you remember and use them later. The five R’s of note


taking are as follows: Record, Reduce, Recite, Reflect, and Review.

      





(http://www.canyons.edu/committees/leap/team1/15tips/tip2.asp)

Purposes of Note taking Strategies
· Notes are not just collections of information. The information must be recorded correctly and in an organized manner in order to be of use at a later time. Note taking strategies, then, are designed to improve one's ability to take more accurate, more complete, and more organized notes.

· Note taking strategies are not just for students. Some of the strategies may be used by instructors for the purposes of improving lecture structure and enhancing student understanding of material. The strategies may also be applied in the workplace.

www.muskingum.edu/~cal/database/general/notetaking.html 

Why notes taking strategies?

· Note taking skills help one to pay better attention to an oral presentation or written document because they keep the individual active. In academic context, good note taking skills aid in understanding of material, effective preparation for exams, and completion of assignments. They also improve reading comprehension.

· Note taking strategies are broadly applicable to a variety of tasks and subjects. Once they are introduced and mastered, the strategies often become "second nature" to the individual and therefore don't require repeated work to use, unlike some of the memory strategies.

www.muskingum.edu/~cal/database/general/notetaking.html 

Notes as a study tool

· The following list provides a few reasons why note taking is an important activity:

· Taking notes will help you to extend your attention span (Rowntree, 1976: 112).  When reading or listening, your mind may tend to wander off.  You might be inclined to think about work, money, or relationships.  It is quite easy for other aspects of your life to pop into your head while you are listening to a lecture or while you are reading.  Taking notes helps keep you focused on your subject area and to the task at hand (Kesselman-Turkel and Peterson, 1982: 2).  

· Taking notes will help you to remember what you have heard or read (Kesselman-Turkel and Peterson, 1982: 3).  We learn more effectively when we use multiple senses and multiple activities.  When note-taking we are using listening/reading and writing skills and we are using our brain and muscles.  Also, by writing down notes, you are paraphrasing the lecture or reading material into your own words and into a format that you are more likely to understand when you review the notes.  And as an adult learner you are more likely to remember what you have heard or read if you take an active part in your learning.  Rather than being a passive listener or reader, note taking makes you an active learner.  The notes you produce are your own work and are a visible reminder of the effort you have put into the course.  This in itself can be a motivational factor for your study!       

· Note taking helps you to organize the ideas you are learning about (Kesselman-Turkel and Peterson, 1982: 3-6).  Good notes should arrange topics into easy-to-review chunks of information that are clear and well referenced.  This is important if you are using your notes to review for an examination or for as a starting point in an assignment (Rowntree, 1976: 112). 

· It may be tempting not to take notes and to just sit back and listen to an interesting lecture or to become engrossed in an interesting reading.  The disadvantage of these strategies is that at the end of the lecture or reading you may only have a vague recollection of the important and sometimes assessable issues. In such cases the reading may have to be re-read, which is time consuming and sometimes tedious. The taking of effective notes while you are reading is an important academic activity that helps you to concentrate, stimulates your ability to recall, and helps you to be organized.              (http://education.exeter.ac.uk/dll/studyskills/note_taking_skills.htm)

Advantages of note-taking  

· There are two main values of making notes.

· First, note-taking requires active participation in the learning process.

· Notice the difference between note-taking and note-making. 

· To take notes suggests a passive procedure of recording words verbatim, like a secretary taking dictation. 

· To make notes demands your full attention. 

· You must be alert to the pattern of thought, its direction and development, and you must distinguish between what is important and what is not. 

· This active involvement is what makes note-making difficult; it is also what makes note-making valuable.

· A second value of making notes is their use when the time comes to review the material and relate it all together. 

· Notes help you recall and summarize information, and help you understand the material in the total context rather than as separate series of lectures or chapters. 











(Yorkey, 1982: p.185)

Others also suggest advantages of note taking strategies 

· Note taking skills help one to pay better attention to an oral presentation or written document because they keep the individual active. In academic contexts good note taking skills aid in understanding of material, effective preparation for exams, and completion of assignments. They also improve reading comprehension.


(http://www.muskingum.edu/~cal/database/general/notetaking.html#Background)

Tips for taking notes from readings

· Understand what you are looking for in the reading.  Are you looking to gain a general understanding or are you searching for specific information or support for an argument?

· A well structured reading, should begin by outlining the main premise, argument or ideas in the first few sentences, and certainly in the first paragraph.  Pick out the main premise and write it down.   

· If you understand the premise, you may read the examples given to support it.  Never include examples in your notes.  Only include the facts, avoid experiences and anecdotes where possible.  

· Rowntree (1976: 40-64) outlines what he calls the ‘SQ3R’ approach to reading and note taking from text.  He suggests that students should use the following activities in order to get the most from a reading in the most efficient way.

· Survey – flip through the chapter or book and note the layout, first and last chapters or paragraphs, look at the headings used, familiarize yourself with the reading. 

· Question – Ask questions about the way the reading is structured and think about the questions you will need to keep in mind while reading.  Think about whether or not you think the book is relevant or if it’s current and if it suits the purpose of your study. 

· Read – read actively but quickly, looking for the main points of the reading – don’t take any notes – you might want to read through twice quickly. 

· Recall – Write down the main points of the reading and any really important facts, and opinions that help support the main points.  Also record the bibliographic details. 

· Review – repeat the first three steps over and make sure you haven’t missed anything.  At this point you might like to finalize your notes and re-read your notes or write down how the material you’ve just covered relates to your question or task. 

http://education.exeter.ac.uk/dll/studyskills/note_taking_skills.htm

The Form of Notes 

· The form in which you make notes depends upon the subject of the course and whether they are from a book or a lecture. The most common and versatile form is probably an outline, indicating logical divisions and developments of important points.  However, some students find a summary or a series of questions and answers is a satisfactory record of information. Although the outline form is recommended, you may want to experiment to determine the kind that best suits your personality and purpose.











(Yorkey, 1982: p.185)

Types of note-taking

Three types of Note-taking are:

· the Cornell format, 

· the Mindmap format, and 

· the standard organized outline format. 

You should choose the format that feels most comfortable and will allow you to record the subject matter best.

(http://www.pdfdownload.org/pdf2html/view_online.php?url=http%3A%2F%2Fwww.mayland.edu%2Faca111%2FNoteTakingModule..pdf)

The Cornell format

· It is based on the 5 R’s of Note Taking

 Record, Reduce, Recite, Reflect and Review

 Record your information as normal

 Reduce ideas and facts on the left side of the page

 Recite your ‘Recall’ column

 Reflect on the notes

 Review all notes for 10 minutes every week

(http://www.pdfdownload.org/pdf2html/view_online.php?
The Mind Map format

Mind Maps are diagrammatic ways of organizing key ideas from lectures and texts which emphasize the interconnection of concepts and illustrate the relative hierarchy of ideas from titles, to main concepts, to supporting details. Because they are diagrammatic, they have the potential to capture a lot of information on a single page. They help show the conceptual links between ideas and allows for additional material to be added without the need to crowd the page. And, because they typically feature key words and phrases, they allow for the same kind of review that is facilitated by the Cornell notes. 

(http://academic.udayton.edu/legaled/online/class/note01c.htm)


[image: image97]
http://education.exeter.ac.uk/dll/studyskills/note_taking_skills.htm

Standard organized outline format

Title

I. First Main Point

        A. First Sub-point

                 1 Fact

                          a. Detail

                          b. Detail

                 2. Fact

                          a. Detail

                          b. Detail

        B. Second Sub-point

                1. Fact

                2. Fact

                         a. Detail

                         b. Detail

II. Second Main Point

Continue in the same manner with differing numbers of sub-points, facts and details as seen necessary. Then summarize your notes.

(http://www.pdfdownload.org/pdf2html/view_online.php?)

Making Notes

· The most important consideration in making notes is what to write down and what not to. A few sketchy notes reflect a failure to fully understand the development and organization of the material.

· On the other hand, notes that are too complete fail to distinguish between essential information and subordinate ideas and examples. This too makes review difficult. 

· If you remember that the purpose of notes is to guide you carefully through the course, to aid your thinking by setting out the main points, and to remind you at later time of the development and relationship of essential ideas, you should have a fairly adequate guide to what should be recorded in your notes. 


(Yorkey, 1982: p.185)

· It is also necessary, especially during lectures, to decide and to write rapidly.

· As far as rapid writing is concerned, regular note-taking practice should stimulate the use of some sort of abbreviation system. Common symbols, such as the following , can be used: 

e.g. for example

re    concerning

&    and

=   is equal to

> greater than, or become

<  less than, or came from 

(Yorkey, 1982: p.185,186)

Effective notes taking: Effective Notes taking requires what? 

Effective note-taking requires:

· recognising the main ideas 

· identifying what information is relevant to your task 

· having a system of note taking that works for you 

· reducing the information to note and diagram format 

· where possible, putting the information in your own words 

· recording the source of the information 








(http://www.lc.unsw.edu.au/onlib/note.html)

Note-Taking Strategies


Source:http://www.pdfdownload.org/pdf2html/view_online.php?
+(http://www1.chapman.edu/arc/goodnotes.html)+ http://www.pdfdownload.org/pdf2html/view_online.php? 

a. Read before taking notes.

While it is not necessary to read the entire chapter before taking notes, you must finish titled sections or long paragraphs before selecting main ideas and paraphrasing. It is difficult to know what to record unless you have enough information from which to choose.

Pre-read:  Skim read, look at the diagrams, captions, major concepts

b. Be prepared 


Be prepared with paper and writing instrument of your choice

c. Reduce distractions


– Sit at appropriate place


– Ensure you are not hungry

d. Don’t take notes just for notes sake


Think a minute about your material before you start making notes. Don’t take notes just to be taking notes! Take notes that will be of real value to you when you look over them later. 

e. Know what to record.


Identify major topics based on section headings. Try to pick out one major idea per paragraph along with a few supporting details. Look for words in bold print or italics.


Don’t write down everything that you read or hear. Be alert and attentive to the main points. Concentrate on the "meat" of the subject and forget the trimmings. 


Start a new page for each new topic

f. Be selective in what you record.


Notes should consist of key words, or very short sentences. As a speaker gets side-tracked you can go back and add further information.


Omit descriptions and full explanations. Keep your notes short and to the point. Condense your material so you can grasp it rapidly.


Remember that the goal of note taking is to produce a shortened version of the reading. This is a skill that improves with practice.

g. Use your own words.


Information should be paraphrased before it is recorded in notes. The time spent trying to understand a passage and recording the main ideas in your own words is the single most important investment of time you can make. The chances of remembering are greater if the work is in your own words. 


You should usually use your own words, but try not to change the meaning. If you quote directly from the author, quote correctly. 


Use diagrams

h. Work quickly and efficiently.


Note taking need not be, and should not be painful and time consuming. Read, think, write, and move on.

i. Use an appropriate form of organization.


Select a form of organization that will permit quick and active recall of the main points. The form should also allow you to see associations among ideas. The Cornell Method is a good choice.

j. Have a uniform system 


Have a uniform system of punctuation and abbreviation that will make sense to you. If you use a skeleton outline, show importance by indenting. 

k. Leave space


Leave lots of white space for later additions so that you can go back and add information as and when necessary.

 
Don’t worry about missing a point. Leave space and try to pick up the material you miss at a later date, either through reading, questioning, or common sense. 


Note any concepts you aren’t sure of.

l. Keep order


Don’t keep notes on oddly shaped pieces of paper. Keep notes in order and in one place. 


When possible, write down page numbers and book titles for you to reference if needed.

Only take notes on one side of the paper.
m. Review after some time


Shortly after making your notes, go back and rework (not recopy!) your notes by adding extra points, spelling out unclear items, etc.. Remember, we forget quickly. Budget time for this vital step just as you do for the STUDY itself. 


Review your notes periodically. This is the only way to achieve lasting memory. 

Reading Notes

For practice in note-making, outlining written material is the best way to begin. You have the text before you so that you can see the topic sentences, references, connectives, and transitions. You have time to consider the relative importance of ideas, and you can refer forward or backward in the text-all of which is impossible while listening to a lecture.

(Yorkey, 1982: p.186)

Activity 1                                       Time:5 minutes

Read the following text and make notes.

HOW CHILDREN FAIL

	Most children in school fail. 


For a great many this failure is avowed and absolute. Close to forty per cent of those who begin high school drop out before they finish. For college the figure is one in three. 


Many others fail in fact if not in name. They complete their schooling only because we have agreed to push them up through the grades and out of the schools, whether they know anything or not. There are many more such children than we think. If we 'raise our standards' much higher, as some would have us do, we will find out very soon just how many there are. Our classrooms will bulge with kids who can't pass the test to get into the next class. 


But there is a more important sense in which almost all children fail: except for a handful, who may or may not be good students, they fail to develop more than a tiny part of the tremendous capacity for learning, understanding, and creating with which they were born and of which they made full use during the first two or three years of their lives.


Why do they fail? 


They fail because they are afraid, bored, and confused.


 They are afraid, above all else, of failing, of disappointing or displeasing the many anxious adults around them, whose limitless hopes and expectations for them hang over their heads like a cloud. 


They are bored because the things they are given and told to do in school are so trivial, so dull, and make such limited and narrow demands on the wide spectrum of their intelligence, capabilities, and talents. 


They are confused because most of the torrent of words that pours over them in school makes little or no sense. It often flatly contradicts other things they have been told, and hardly ever has any relation to what they really know - to the rough model of reality that they carry around in their minds. 


How does this mass failure take place? What really goes on in the classroom? What are these children who fail doing? What goes on in their heads? Why don't they make use of more of their capacity? 


This book is the rough and partial record of a search for answers to these questions. It began as a series of memos written in the evenings to my colleague and friend Bill Hull, whose fifth-grade class I observed and taught in during the day. Later these memos were sent to other interested teachers and parents. A small number of these memos make up this book. They have not been much rewritten, but they have been edited and rearranged under four major topics: Strategy; Fear and Failure; Real Learning; and How Schools Fail. Strategy deals with the ways in which children try to meet, or dodge, the demands that adults make on them in school. Fear and Failure deals with the interaction in children of fear and failure, and the effect of this on strategy and learning. Real Learning deals with the difference between what children appear to know or are expected to know, and what they really know. How Schools Fail analyses the ways in which schools foster bad strategies, raise children's fears, produce learning which is usually fragmentary, distorted, and short-lived, and generally fail to meet the real needs of children. 


These four topics are clearly not exclusive. They tend to overlap and blend into each other. They are, at most, different ways of looking at and thinking about the thinking and behaviour of children. 


It must be made clear that the book is not about unusually bad schools or backward children. The schools in which the experiences described here took place are private schools of the highest standards and reputation. 


With very few exceptions, the children whose work is described are well above the average in intelligence and are, to all outward appearances, successful, and on their way to 'good' secondary schools and colleges. Friends and colleagues, who understand what I am trying to say about the harmful effect of today's schooling on the character and intellect of children, and who have visited many more schools than I have, tell me that the schools I have not seen are not a bit better than those I have, and very often are worse. 




 





(How children fail by John Holt, Pitman, 1965) 








(http://www.uefap.com/reading/exercise/notetake/note2.htm)

Suggested Answers

HOW CHILDREN FAIL

· Most children in school fail. 

· High School - forty per cent 

· College - thirty three per cent. 

· Others in fact if not name - complete  because pushed,  know anything??? 

· But, more importantly,  fail to develop full capacity for learning. 

· Why ? Fail because: afraid, bored, and confused. 

· afraid of failing, disappointing adults 

· bored because  they given  trivial, dull, things to do 

· confused because most of school makes little or no sense, flatly contradicts other things , no relation to what they really know 

· How? Search for answers to questions:

· Strategy - ways in which children try to meet, or dodge, the demands made on them 

· Fear and Failure - interaction in children of fear and failure, + effect on strategy and learning. 

· Real Learning - compares what children appear to know with what really know. 

· How Schools Fail - ways: schools foster bad strategies; raise children's fears; produce fragmentary, distorted & short-lived learning;  fail to meet  real needs (http://www.uefap.com/reading/exercise/notetake/note2an.htm)

Activity 2                                      Time: 5 minutes

Read the following text and make notes.

	COFFEE AND ITS PROCESSING 


The coffee plant, an evergreen shrub or small tree of African origin, begins to produce fruit 3 or 4 years after being planted. The fruit is hand-gathered when it is fully ripe and a reddish purple in colour. The ripened fruits of the coffee shrubs are processed where they are produced to separate the coffee seeds from their covering and from the pulp. Two different techniques are in use: a wet process and a dry process. 


The wet process: First the fresh fruit is pulped by a pulping machine. Some pulp still clings to the coffee, however, and this residue is removed by fermentation in tanks. The few remaining traces of pulp are then removed by washing. The coffee seeds are then dried to a moisture content of about 12 per cent either by exposure to the sun or by hot-air driers. If dried in the sun, they must be turned by hand several times a day for even drying. 



The dry process: In the dry process the fruits are immediately placed to dry either in the sun or in hot-air driers. Considerably more time and equipment is needed for drying than in the wet process. When the fruits have been dried to a water content of about 12 per cent the seeds are mechanically freed from their coverings.


The characteristic aroma and taste of coffee only appear later and are developed by the high temperatures to which they are subjected during the course of the process known as roasting. Temperatures are raised progressively to about 220-230�C. This releases steam, carbon dioxide, carbon monoxide and other volatiles from the beans, resulting in a loss of weight of between 14 and 23 per cent. Internal pressure of gas expands the volume of the coffee seeds from 30 to 100 per cent. The seeds become rich brown in colour; their texture becomes porous and crumbly under pressure. 


But the most important phenomenon of roasting is the appearance of the characteristic aroma of coffee, which arises from very complex chemical transformations within the beans. The coffee, on leaving the industrial roasters, is rapidly cooled in a vat where it is stirred and subjected to cold air propelled by a blower. Good quality coffees are then sorted by electronic sorters to eliminate the seeds that roasted badly. The presence of seeds which are either too light or too dark depreciates the quality. 


From : 'Coffee Production' in Encyclopaedia Britannica, 15th edition (1974).


(http://www.uefap.com/reading/exercise/notetake/note1.htm)

SAMPLE NOTES:

COFFEE AND ITS PROCESSING 

coffee plant                 evergreen shrub / small tree 

                                    from Africa 

                                    fruits after 3/4 years 

                                    fruit - red/purple 

gathered by hand     

processed to separate seeds from covering 

Two processes used    1. wet process  fruit pulped by machine
                                                        + fermentation in tanks
                                                        + washing seeds 






dried to 12% moisture




 by sun or hot air driers
                                                           need to be turned by hand

                                  2. dry process    dried immediately in sun or with driers

                                                  when dried to 12% seeds freed from coverings 

roasting at 220-230 oC    releases gases etc - loss of weight, increases

                                          volume, aroma and taste develop 

                                         become rich brown in colour, texture

                                         becomes porous

finally sorted 

 (http://www.uefap.com/reading/exercise/notetake/note1an.htm)

Conclusion: Why is note-taking important? 

· You become an active part of the learning process. 

· You create a history of your course content. 

· You have a written record to view or study later. 

· You reinforce what is communicated verbally. (http://www.canyons.edu/committees/leap/team1/15tips/tip2.asp)
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PRESENTATION SKILLS

Dr. Sarwet Rasul
This lesson is about:
· Definition: What is a Presentation? 

· What is a good presentation? 

· Types of presentations 

· Planning your presentation

· Remember the audience 

· Preparing to present 

· Writing your Content

· Using Power-point, Overhead Projector or Flip Chart 

· On the day

· Speed and Pacing

· How to Improve Your Presentation Skills

· Success in Presentation Skills

What is a Presentation?
· A presentation is a means of communication which can be adapted to various speaking situations, such as talking to a group, addressing a meeting or briefing a team.

· To be effective, step-by-step preparation and the method and means of presenting the information should be carefully considered.  


(www.skillsyouneed.co.uk/Present/what_is_a_presentation.html)

· A presentation is a reflection of you and your work. You want to make the best possible impression in a short amount of time given to you.

(http://www.pdfdownload.org/pdf2html/view_online.php?url=http%3A%2F%2Fwww.med.yale.edu%2Flibrary%2Feducation%2Feffective.pdf)

What is a good presentation?

· Good preparation is the key to confidence, which is the key to being relaxed. Good preparation and rehearsal reduces your nerves, decreases the likelihood of errors and communicates to your audience that they are important.

· Preparation and knowledge are the pre-requisites for a successful presentation, and confidence and control will flow from good presentation.

· A great presentation does not just happen. It is planned, rehearsed then delivered with flair. A good presenter is one who learns the skills of presenting-not one who hopes for talent to carry them through. 

· Public speaking is a skill not a talent. You can be a good presenter if you learn the skills for presentational success. 

(Mattiske,2011) 

Types of presentations

· Informative Presentations


The purpose of an informative presentation is to communicate information, facts and data. Keep an informative presentation brief and to the point. Stick to the facts and avoid complicated information.

· Instructional Presentations


The purpose of an instructional presentation is to give specific directions or orders. Your presentation will probably be slightly longer, given that it has to cover your topic in detail. In an instructional presentation, your listeners should come away with new knowledge or a new skill. 

· Attention Grabbing Presentations


The purpose of an attention grabbing presentation is to make people think about a certain problem or situation. You want to arouse the audience’s emotions and intellect so that they will be receptive to your point of view. Use vivid language in an attention grabbing presentation to project sincerity and enthusiasm. 

· Persuasive Presentations

 
The purpose of a persuasive presentation is to convince your listeners to accept your proposal. A convincing persuasive presentation offers a solution to a controversy, dispute, or problem. to succeed with a persuasive presentation,  you must present sufficient logic, evidence, and emotion to sway the audience to your viewpoint. 
· Decision-making presentations

The purpose of decision-making presentation is to move your audience to take your suggested action. A decision-making presentation presents ideas, suggestions, and arguments strongly enough to persuade an audience to carry out your requests. 

(Mattiske, 2011)
Planning your presentation

It is important to plan your presentation and think about how long it will take you to prepare.

(http://library.leeds.ac.uk/skills-presentation#activate-planning_your_presentation)

A few steps for planning a presentation are:

· Researching the audience

· Choosing the title

· Writing the talk

· Preparing the slides

· Finding suitable images

· Writing prompt notes/cards

· Researching the venue

· Practicing

· Setting up the room

Remember the audience

Never take your audience for granted. People have very short attention span. Not more than 15% of their brain power is required to understand the language and grasp what you mean. Don't let the remaining 85% of their brain to do daydreaming. To keep your audience with you, you must build in new devices – make your message visual, build anticipation, create a conversation cycle, use role-play practices – to keep your listener's mind 100% occupied.






(http://www.1000ventures.com/business_guide/crosscuttings/presentations_main.html)

Preparing to present

8) Objectives

· Why are you giving this talk? 

· Who will you be talking to? 

· How much do they know about the subject already? 

· What effect do you want your presentation to have? 

2. Limitations

· How long have you got? 

· Do you have to follow a certain format? 

· Where will you be giving your presentation? 

· Can you change the room around to suit your preferences? 

3. Main points

· Decide on your main points: no more than three points in a 10-minute talk 

· Is there a logical connection between these points? 

· What evidence can you produce to support your points and make your case clear?

9) Beginning

· Briefly introduce yourself 

· Check that they can all see and hear you
· Let them know if you are going to take questions as you proceed or invite discussion at the end? 

· You may want to give an outline of the structure of the talk, so the audience know where it is going 

· You’ll need to gain the audience’s attention, so think carefully how you will introduce your topic – for example, you could start with an anecdote, a question or some contradictory statements

10) Middle

· Prepare your talk so you lead the audience through your main points in a logical and interesting fashion. It helps if you plan for variety in the ways you present your case. 

· Where they are appropriate, you could plan to use:

· examples, anecdotes and case histories 

· charts and graphs 

· handouts (will you issue them at the start? In the middle? At the end?) 

· slides 

· video clips 

· artifacts which people can pass round. 
11) End

· Summarize what you have said: ‘In this talk we have discussed...’
· Make your conclusions: ‘It is clear that...’
· Plan to leave the audience a parting shot to stimulate their thoughts.

12) And then...

· When you have written your presentation, look it over carefully, from the viewpoint of your intended audience.

· Does it meet the objectives? 

· Is the structure as logical as can be? 

· Is the content right for the audience? 

· Is it too long? 

· Then revise the presentation.
13) Visuals

· Prepare your visuals (PowerPoint slides, Overhead Projector foils, etc).

· Make sure they are clear, and that any text is big enough (24 points or larger).

Source : (http://www.studyskills.soton.ac.uk/studytips/presentations.htm)

Writing your Content

Structure

· Your presentation should have a clear structure. The following is a good rule of thumb:

· Tell them what you’re going to tell them (introduction)
· Tell them (main body)
· Tell them what you told them (conclusion). 

· The points within the main body of your presentation should have a logical flow. 

(http://library.leeds.ac.uk/skills-presentation#activate-writing_your_content)

Visual aids

· 1. Use acetates on an overhead projector. Use only a few lines of text in large print or a simple diagram for each acetate. 
· 2. If you are confident the technology will work, you may prefer to use PowerPoint. However, ensure you have acetate back-ups. 
· 3. If you use PowerPoint or similar software, avoid gimmicks such as jingles, animation, or sound effects that either distract attention or slow down the presentation. If you ‘fly in’ text, make sure you use the same method throughout the presentation. 
· 4. Keep it simple. Use technology as a tool where it helps, rather

than for the sake of it.

(http://www.palgrave.com/skills4study/studyskills/personal/presentation.asp)

Using Power-point, Overhead Projector or Flip Chart

· You may be allowed to use an overhead projector (OHP), data projector, or flip chart as part of your talk, If you think that you might like to use one, then it’s wise to try to practice on one beforehand so 
you know what you are doing!

· Before you start check the computer and the lighting: make sure no bright lights are illuminating the screen. 

· Stand to one side of the projector/flip chart, so the audience can see the material. 

· Face and speak to your audience, not the screen. Inexperienced PowerPoint presenters have their backs to the audience most of the time! 

· All too often the slides are just a security blanket for the speaker, not visual aids for the audience. 

(http://www.kent.ac.uk/careers/presentationskills.htm)

Using Power-point, Overhead Projector or Flip Chart

· Don’t use too many slides: three or four should be sufficient for a short presentation. For a 15 minute session 8 would be the absolute maximum and probably less. Don’t have too much text on each slide – no more than about 40 words. Each slide should last for at least 2 minutes. The more slides and the more words on each slide, the less the audience will listen- whereas the less and simpler slides you have, the better you will communicate. Plan your presentation carefully and only use slides where they will clarify points. 

· Don’t try to write too much on each slide: 30 to 40 words in a large font size is ample for one transparency. Use note form and bullets rather than full sentences. It is very hard for a member of the audience to read slides and listen simultaneously – they are unlikely to do doing either well. The best slides contain just a few words. 

· Slides can contain prompts to remind you of what you will say next.

(http://www.kent.ac.uk/careers/presentationskills.htm)

· Press w to blank the screen or b to black it out (pressing any key restores the slides) when talking about a point which does not require a slide thus reducing the distraction for the audience. Dark blue on white or cream gives a good contrast, whereas red text on a green background is harder to read

· Use a large (about 24 point) SANS font such as Verdana or Lucida Sans. DON’T PUT EVERYTHING IN UPPER CASE AS THIS LOOKS CRUDE. Check that the slides are easy to read from a distance. 

· Use colour and bold for emphasis but don’t use too much colour. Have a good contrast e.g. dark blue text on a cream background.
· Pictures, especially tables, diagrams and charts are good. Power-point is excellent for the delivery of pictures and diagrams and they will help to break up and add variety to the long streams of text seen in many (bad!) presentations. The average PowerPoint slide contains 40 words.
· A little humour can grab the attention of the audience. 

· Don’t get carried away with flashy PowerPoint transition effects as these may distract attention form the content.
· If using PowerPoint write down your main points on a postcard sized piece of card as a prompt and also as a backup in case the technology fails!  

· Too many bullets can machine gun your audience to sleep! Good presentations will have a variety of slides: some with bullets, some without and many with images and charts. Twenty slides with 5 bullets on each means you are trying to get across one hundred points, whereas the average person will absorb at most 5 points

from a presentation.

(http://www.kent.ac.uk/careers/presentationskills.htm)

On the day

1. Arrive first. 
2. Arrive early enough to check the equipment and seating are as you want them. 
3. Have water to hand. 
4. Act confident no matter how you are feeling. 
5. Make eye contact with the audience.

6. Smile. 

(http://www.palgrave.com/skills4study/studyskills/personal/presentation.asp)

Starting a Presentation 

· In modern English, Presentations tend to be much less formal than they were even twenty years ago. Most audience these days prefer a relatively informal approach. However, there is a certain structure to the opening of a Presentation that you should observe.

· Get people’s attention 

· Welcome them 

· Introduce yourself 

· State the purpose of your presentation 

· State how you want to deal with questions

Get people’s attention
· If I could have everybody’s attention. 

· If we can start. 

· Perhaps we should begin? 

· Let’s get started.

· Welcome them
· Welcome to …….. 

· Thank you for coming today. 

· Good morning, ladies and gentlemen. 

· On behalf of ……, I’d like to welcome you.

· Introduce yourself
· My name’s ……... I’m responsible for travel arrangements. 

· For those of you who don’t know me, my name is …….. 

· As you know, I’m ………………. 

· State the purpose of your presentation

· This morning I’d like to present ………... 

· Today I’d like to discuss ………….. 

· What I want to do this morning is to talk to you about ……………… 

· State how you want to deal with questions.
· If you have any questions, I’ll be happy to answer them as we go along. 

· Feel free to ask any questions. 

· Perhaps we can leave any questions you have until the end? 

· There will be plenty of time for questions at the end.

(http://www.effective-public-speaking.com/starting/menu.php)

Speed and pacing
· Many presentations, even those by professionals, may go wrong because people try to cover too much information in the time available. They then try and gabble their way through a set of bullet points at top speed even though people cannot take in what is being said. 

· Cut out unnecessary information – and even information you think is valuable if it does not fit into the time allowed. You must be able to deliver the whole presentation at a speed slower than your normal talking speech. This is necessary so that people can take in what you are saying and jot down some notes. 

· Talk more slowly than you feel is necessary. Take a moment or two to breathe between each point.


Leave time for questions
· 
Treat your audience with the respect you would like to have shown to you. Answer their questions directly and honestly.

· Listen carefully to any question and, if the audience is large, repeat it to ensure everyone in the audience has heard.  Answer briefly and to the point.  

· If you do not know an answer then say so and offer to find out and ensure that you do so.  “Sorry, I don’t know” is a very acceptable answer to some difficult questions. Relax and do not feel as if you do have to know everything. 

· If you are asked a question and you feel you should know the answer, consider saying: “Thank you. That’s a very interesting question. Can I get back to you on that?”

· Questions can be neutral, friendly or hostile.  If a question is provocative, answer it directly.  Never be rude to the questioner or show you are upset.  Do not compromise yourself but maintain your point of view and never lose your temper.

· (http://www.skillsyouneed.co.uk/Present/dealing_with_questions.html)

How to Improve Your Presentation Skills
Verbal Delivery

    •  Be Brief – A 2005 study by the Helsinki institute found that the average adult was able to focus on a loading web page for only four to eight seconds before looking somewhere else. Attention spans are short; don’t dwell on a specific subject too long.

    •    Ask questions to keep the audience engaged – This can be something as simple as pausing to ask if your audience understands everything you’ve presented thus far.

    •    Speak to your demographic – Match the semantics of your audience as closely as possible. Speak their language. ‘If you’re selling a skateboard, for instance, your semantics are going to be a lot different than if you’re working with a litigation attorney,’ Parnell says.

    •    Work on your tone – Evolutionary psychology suggests that people of both sexes respond better to deep male voices and high female voices, Parnell says.  It takes practice to change the tone of your voice, but it can be done. 
    •
Avoid speaking softly or other speech patterns that make you seem unconfident – For example, avoid ending sentences in an escalating tone that suggests every sentence you speak is a question.
    •
You should, Umm, avoid, Uh, fill words – Aguilera offers one strategy for kicking a fill-word habit: Say the offending word and concentrate on it.’Then tell yourself, ‘this is a fill word, I’m avoiding this,’’ he says. ‘When you say this, it creates that pattern of changing it so that you’ll catch yourself when you start saying it.‘

   •      Don’t use words like don’t – Don’t think about elephants. Ok, now what are you thinking about? Aguilera says that is why it’s important to avoid phrases like ‘don’t worry.’ Tell your audience what they should do instead. Similarly, don’t say ‘I hope you will enjoy this presentation.’ Say, ‘I am confident that you will enjoy this presentation.’ 

http://www.inc.com/guides/how-to-improve-your-presentation-skills_pagen_2.html)

2) Body Language
•    Stand at a comfortable distance – Parnell suggests remaining within 2.5 – 7 feet of your audience. This presupposes (at a subconscious level) a personal to social relationship. 

•    Eye contact – Don’t surf the audience with your eyes.  Rather, make eye contact with one person at a time.
•    Appear confident:

          a)    Shoulders back
          b)    Arms at your sides or held in front of your body when making gestures
          c)    Hands open or only slightly closed
          d)    Smile slightly or keep your face neutral. 
          e)    Take long strides
          f)     Make every movement purposeful and decided
          g)    Treat props (like your resume or a handout) as though they are of value. 
                   h)    Don’t let a paper in your hand flap back and forth carelessly. 

3) Power-point

A Good Power-point…
          
  
a)    Relies heavily on images.
         
b)    Has only one or two sentences per slide.
          
c)    Entertains.
          
d)    Enhances your presentation, but doesn’t summarize it.

A Bad Power-point…


               
a)    Contains font smaller than 32pt.
          
b)    Has more than five or six lines of text per slide.
          
c)    Displays a logo on every slide (your audience won’t forget 




who you are).
          
d)    Is printed and distributed as a handout.

(http://www.inc.com/guides/how-to-improve-your-presentation-skills_pagen_2.html)

Presentation skills success

Preparation

· Getting started

Give yourself a starting date for the project.

Do a little everyday.

· Think about who will you be speaking to?
· Think about what “hardware” will you use?
Rehearsal

Dos of rehearsal:
· Use short sentences

· Use short words

· Use the active tense

· Use lively language

· Be precise

· Project your voice

Don’ts of rehearsal:
· Use long complicated sentences

· Use long abstract words

· Use passive tense

· Use 
lichés
· “hum and haw”

· Be monotonal

Anticipate the Questions

· Try to anticipate the questions

· Know your subject

· Stand over your data

· Stay calm, Breathe

· Tell the truth

· If you don’t know, say so

· Break long questions into smaller units

· Don’t be intimidated

(Grace)
   Activity 1                                      Time: 1 minute


[image: image98.emf]38

Activity 1                                      Time: 1 minute

•

When do you say this?

(http://www.effective-public-speaking.com/starting/exercise2.html)


Answers

1) Welcome them

2) Introduce yourself

3) State the purpose of your presentation

4) State how you want to deal with questions

Activity 2                                        Time: 1 minute


[image: image99.emf]40

Activity 2                                        Time: 1 minute

•

Complete the dialogue with the given expressions

(http://www.effective-public-speaking.com/starting/exercise2.html)

Answers

1) Attention

2) Good 

3) Behalf

4) Welcome

5) Responsible

6) Present

7) Questions

8) Answer
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DOING RESEARCH
Dr. Sarwet Rasul
This lesson is about:

· What is Research?

· What Research is Not? 

· Research in Different Disciplines 

· Why Research is Conducted?

· Where is it Conducted? 

· Attributes of a Good Research

· Steps in the Research Process

· Key stages in the Research Process
· Representations of the Research Process 

· Major Designs of Research

· Attributes of Qualitative Research

· Attributes of Quantitative Research

· Main Types of Qualitative and Quantitative research

Introduction to Research:

· It is an indispensable component of university education

· In natural and pure sciences is different but is equally important

What is research?

· Studious inquiry or examination; especially : investigation or experimentation aimed at the discovery and interpretation of facts, revision of accepted theories or laws in the light of new facts, or


practical application of such new or revised theories or laws.


(http://www.merriam-webster.com/dictionary/research)

· Research is also called a process of constant exploration and discovery

· “The systematic study of materials and sources in order to establish facts and reach new conclusion.” 


(Oxford English Dictionary, 2002) 

· “A systematic process of collecting and analyzing information (data) for some purpose.”


(McMillan and Schumacher, 1997), 

· “Systematic, controlled, empirical, and critical investigation of natural phenomena guided by theory and hypotheses about the presumed relations among such phenomena.”


Kerlinger (1986)

Some other defining phrases:

· A Formal Document

· Knowing a Subject Thoroughly

· Expression of your Understanding about the Topic

· Outcome of Critical Thinking

· Investigation

· Examination of Information

· Careful Questioning
Research is:
· Result of your Intellectual Curiosity

· Information about your Findings

· Demonstration of your Analytical capabilities

· Explanation of your personal Insights and Experiences

· Integrated Learning and Thinking

· Analysis and Synthesis of different sources

· Careful Evaluation of Evidence

· A Reasonable, Bias free conclusion

It is also important to know that research is not:
· Just gathering information.

•   Rearranging facts.

•   Combining a paragraph from an encyclopedia with a couple of paragraphs from 

Websites. That's plagiarism.

•   Rewording each phrase and citing each source. That's just a summary of facts with 
someone else's name on them.

(http://www.pdfdownload.org/pdf2html/view_online.php?)

Importance of research

· Research is very vital to our everyday decision making.  

· It helps you identify wrong information, and saves time and money.

· It is important to your success in academics.

Why research is conducted?

· We may like to call this process (research) as a person’s thinking game or whole brain activity, which the psychologists call as right and left brain attributes. 

(Cherry et.al. 1993) 

Where research is conducted?

· Research is conducted in many settings:

· Educational institutes, 

· laboratories, 

· classrooms, 

· libraries, 

· the city streets 

· foreign cultures, etc. 

· Every research differs in time duration, funding, effort involved etc.  

Attributes of a good research

· Research 

· is based on the work of others

· can be replicated

· is generalizable to other settings

· is based on some logical rationale and tied to theory

· is doable

· generates new questions or is cyclical in nature.

· is incremental

· is an apolitical activity that should be undertaken for the betterment of society 


[image: image100]
Steps in research process

· Asking the question ↓

·  Identifying the important factors↓

· Formulating the hypothesis↓

· Collecting relevant information↓

· Testing the data  ↓

·  Working with the hypothesis↓

· Working with the theory↓

· Back to new questions 

EACH STEP SETS A STAGE FOR THE NEXT STEP       

Key stages in research process
· Selection of a research problem 

· Review of relevant literature 

· Selection of an appropriate study design or strategy 

· Gaining ethics approval where indicated 

· Development of data collection tools 

· Implementation of study 

· Analysis of data 

· Writing up findings 

(http://www.pdfdownload.org/pdf2html/view_online.php?url=http%3A%2F%2Fwww.nswphc.unsw.edu.au%2Fpdf%2FShortCResMetRuralSep06%2Fresearch.pdf)
Representation of research process
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MAJOR DESIGNS OF RESEARCH

The qualitative research:

· is conducted to have a better understanding of not only about the current situation is but also why it is so

· is much broader in scope than the historical research

· is more open and responsive to the research participants

· uses a variety of methods and data collection strategies 

· is characterized as multi-method

· offers opportunities for descriptive and exploratory studies 

Quantitative research focuses on:

· collection of numerical data 

· statistical data analysis 

· description of data, finding out the relationship among quantifiable variables and inferring of results 
Qualitative vs. Quantitative Research
	Qualitative 


	
Quantitative 



	· Overall purpose


Explain and gain insight and understanding of phenomena through intensive collection of narrative data

· Review of related Literature

· Limited

· Does not significantly affect particular study

· Research setting

· Naturalistic to the degree possible

· Sampling

· Small

· Not necessarily representative

· In order to acquire in depth understanding

· Data Collection Strategies

· Document collection

· Participant observation

· Unstructured, informal interviews

· Taking extensive, detailed field notes

· Data Analysis

· Raw data are words

· Essentially ongoing

· Involves synthesis


	· Overall purpose

Explain predict or /and control phenomena through focused collection of numerical data

· Review of related Literature

· Extensive

· Does significantly affect particular study

· Research setting

· Controlled to the degree possible

· Sampling

· Random

· Large

· Representative sample in order to generalize results to a population

· Data Collection Strategies

· Non participant observation

· Semi-structured, formal interviews

· Administration of tests and questionnaires

· Data Analysis

· Raw data are numbers

· Performed at end of study

· Involves statistics




Types of Qualitative Research 

Case Studies
· The study of an individual/ institution in a unique setting or situation in an intense and detailed manner

· Different methods for data collection  

· Data collected can lead to the formation of the theories

· Chance of researcher’s own bias 

· Results can not be generalized 

· Time consuming type of research

Developmental Research
· The developmental research is conducted to understand changes that occur throughout the process of development. 

· Two main types of the developmental research are:

2. Longitudinal 
3. Cross- sectional

Longitudinal 

· Assessment of  the changes in behaviour of one group at more than one point

· Same people are studied at more than one time

· Extended over a long period of time 

· Is expensive 

· People may drop out from the studies

Cross Sectional 

· Study of many people at one point in time

· Involves limited time period and cost, as compared to the longitudinal method

· Drop out of people does not occur

· Describes the linear relationship between the variables through correlation coefficient

· The relationship between the variables can be positive or negative 

Historical Research
· Related to the interpretation of the events occurred in the past 

· Longer than other researches 

· Does not focus on highly developed or one single methodology

· Material is studied, information is synthesized, facts are analyzed and the results are drawn

· Data is collected through:

· the primary sources or the original sources

· the secondary sources or second-hand sources

· Accuracy in selection of the documents counts a lot in producing the authentic results

· Helps in decision making in current situation in the light of what has been done in the past

· Prediction of future possibilities 

Ethnography

· A field research deals with the origins, development and characteristics of humankind 

· Basically associated with anthropology

· Data is collected through observing the naturally occurring behaviour within a social group in natural settings or using triangulation

· It uses multiple data sources qualitative and quantitative

· Can be called inductive, interactive and recursive data collection 

· Uses concept of culture as a lens for interpretation of results

· Data is interpreted according to the situation from which it has been gathered 

· On the basis of these interpretations the results are drawn 

Survey research

· Survey can also be referred to as “Field Research” conducted to get the opinion of people about some issue

· Extended over a long period of time conducted on a large sample and extensive data collection (qualitative and quantitative) is involved

· Most important methods for data collection are the Questionnaires and the Interview 

Types of Quantitative Research 

There are two main types:

Experimental Research

· It checks the cause and effect 

· One variable is manipulated in determining its effect

· The control is in the hands of the researcher

· Pilot testing of the instrument to find out the reliability 

· Formulation of control and treatment groups

· Administration of pre and posttest 

· Hypothesis testing

Non-experimental research

· Non-experimental research methods describe relationships between variables

· Non-experimental research methods are descriptive, historical and correlational

Action research

Definition: Action research is small-scale intervention in the functioning of the real world, and a close examining of the effects of this intervention.

Characteristics: 


Action Research is Situational: To diagnose a problem in a specific context, and 
to solve it in that context


Action Research is Collaborative: Teams of researchers/ practitioners work 
together on a project


Action Research is participatory: Team members themselves take part, directly 
or indirectly, in implementing the research.

Action Research is Flexible: It is adaptable in different situations or changes in a situation

Action Research is Self- evaluative: Modifications are continuously evaluated within the ongoing situation with the ultimate objective to improve practice in some way or the other.

Starting research…define your topic
State your topic as a question

Example: 

· Use your question to look for information

· Think about the "keywords" associated with your question. These keywords are the WHO, WHAT, WHERE, and WHEN of your question.

Defining the Topic
A well-defined research topic gives focus, sets boundaries and provides direction. It:

i. Defines and identifies the focus of the research.

ii. Defines the nature of the research endeavor- whether the aim is to discover, explore, explain, describe or compare.

iii. Defines the areas of interest- whether the interest is why, when, where, what or how.

iv. Indicates if a relationship is foreseen between concepts being explored- whether looking for impacts, decreases, causes, correlations, etc.

Developing an Effective Research Question
The best research begins with a question because…

· Questions help you to find direction.

· Questions help you to narrow your scope.

Importance of a good research question
A good research question:

· Defines the investigation

· Sets boundaries

· Provides direction

For Example:

1. Do children sent to day care or preschool start kindergarten with more developed skills?

2. Do children sent to day care or preschool start kindergarten with more developed language skills?

Your Resources

There are a variety of information resources which can help you find basic and background information. 

Often called reference works, these resources will also help you find keywords which you can use later when you are planning your search strategy. 

Reference works can help you find: 

definitions - dictionaries
short essays - encyclopedias
short biographies - biographical dictionaries
statistics - government publications

Evaluate information
· You wouldn't buy a car just because the salesman told you it was a terrific deal and a great car. For the same reasons, you shouldn't accept information without evaluating it in some way. There are a number of issues to consider when evaluating information which are relevant whether you found the information in a printed source or on the Internet:

· Authority -- Who wrote the piece?

· Accuracy -- While you don't want to spend all of your time checking sources, if something doesn't seem right or contradicts what you have read elsewhere, be sure to check it out.

· Aim -- Does the author have a special purpose and if so, what is it?


(http://www.library.okstate.edu/infolit/step4.htm)
Primary Research
· Primary research is any type of research that you go out and collect yourself. Examples include surveys, interviews, observations, and ethnographic research. A good researcher knows how to use both primary and secondary sources in her writing and to integrate them in a cohesive fashion.

· Conducting primary research is a useful skill to acquire as it can greatly supplement your research in secondary sources, such as journals, magazines, or books. You can also use it as the focus of your writing project. Primary research is an excellent skill to learn as it can be useful in a variety of settings including business, personal, and academic.


(http://owl.english.purdue.edu/owl/owlprint/559/)
Secondary Research: 
Secondary sources consist of data that has already been produced and can be contemporary or historical, qualitative or quantitative. Secondary sources include Documents, Letters, Diaries, Autobiographies, Referencing other forms of research and using quotes.
The benefits of the use of secondary sources include:

· Save time and money

· May provide information and access to historical data

· May be used to prove or disprove an argument or theory

· May be used to offer general background information

· Can be used to set the scene of the research and its findings

· May be useful for putting the research into context

· Researchers must always carefully consider the reliability and validity of secondary sources.

(http://libweb.surrey.ac.uk/library/skills/Introduction%20to%20Research%20and%20Managing%20Information%20Leicester/page_24.htm)
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Managing Distance Learning
This lesson is about:

· Defining Distance Learning: Types and Needs 

· Models of Distance Education

· Defining Management

· What does Managing Distance Learning Mean?

· How Distance Learning  Will Be Effective For You?

· Role of the Distance Teacher

· Role of the Distance Student

· Self Evaluation and Distance Learning 

· Basic Distance Learning Skills

· Time Management in Distance Learning

· Stress Management in Distance Learning

· Effective Use of Technologies and Media for Distance Learning

INTRODUCTION

· Distance learning has become a pervasive and growing phenomenon.(p.3)

· Distance learning is any learning system where teaching behaviors are separated from learning behaviors. The learner works alone or in a group, guided by study material arranged by the instructor in a location apart from students. Students have the opportunity to communicate with an instructor with the aid of a range of media (such as text, telephone, audio, video, computing and Internet technology, etc). 

· Distance learning may be combined with various forms of face-to-face meetings.(p.4)

(http://www.pdfdownload.org/pdf2html/view_online.php?) 
· Distance learning can be referred to by a variety of terms, such as distance education, online learning, eLearning, e-instruction, and web-based instruction (WBI).

· Expressions Open learning and Open University are also popular.








(Fenton & Watkins, 2010: p.vii) 

Models of Distance Learning

· The two basic models of distance education are synchronous and


asynchronous modes of interactivity.

· In synchronous learning, the teacher and the student interact in real time, similar to traditional classroom settings, but this method decreases flexibility. It requires all students to be online, in a videoconference, or in a virtual classroom at the same time. 

· Asynchronous learning occurs when individuals access the educational materials independently and at times and places of their choice. Asynchronous activities allow students to take as much time as they want to read the materials and compose responses or messages. It also allows time for reflection and may result in thoughtful discussion.                                       (Novotny and Wyatt, 2005: p 5) 

What are the advantages of synchronous learning? 
Synchronous communication has the obvious advantage of providing immediate access and feedback from the instructor. This face-to-face (real or virtual) access to the instructor has a cost to the learning measured in commitment to a schedule and sometimes even to a location depending on the technology used. Synchronous communication is advantageous when the benefit of the "live" interaction is greater than the drawbacks of commitment to schedule and/or location. 





(http://www.grayharriman.com/distance_learning.htm#5)

What are the advantages of asynchronous learning? 
Asynchronous communication has the advantage providing the learner and instructor with a choice of location and time. While it is this flexibility which is often the focus of interest, there are a number of hidden advantages to asynchronous communication. 

The physical distance that is often seen by many as a disadvantage can have positive effects by making learners and instructors more objective, less fearful of comment or criticism, less prone to cultural barriers (especially as a world-wide online culture develops, and more inclined to think through problems before responding. It is the time for learners to reflect, and even check their facts, before responding to comments. 





(http://www.grayharriman.com/distance_learning.htm#5)

Defining Management Management is the process of doing or getting activities done efficiently and effectively making decisions on what to do and how to do it and then checking that it is done the way it is planned. 

What does Managing Distance Learning Mean?
Responsibility lies with you.

No immediate feedback.

Chances of lapses are always there.

Issues of time and stress management are faced.
How Distance Learning  Will Be Effective For You? 
Distance Learning can be effective, and it can be as effective as traditional instruction. However, how effective it is depends largely on the methods and technology used and their appropriateness in relation to the instructional tasks/objectives. 

· Effectiveness is also affected by student-to-student and student-to-instructor interactions. Not only is this true because of the needed exposure to new ideas and feedback but because of the affective dimension of learning.

So, Identify your role?





(http://www.grayharriman.com/distance_learning.htm#2a)

Self Evaluation and Distance Learning 
Distance learning is not appropriate for everyone. Some students find distance learning a positive, rewarding experience; others are frustrated by the experience and have difficulty succeeding in this type of class. Possessing certain qualities will increase your opportunity for success and enhance your enjoyment of distance classes. 

                                           
(http://www.schooloftesl.com/online/assessment.html)

This Assessment will help you evaluate your readiness for distance learning course work.  The checklist is designed to determine if distance learning is the right educational choice for you.

[image: image102]
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(http://ecampus.nwfsc.edu/selftest.CFM)

If majority of answers are in ‘yes’, then you are a suitable person for distance learning.

· Role of the Distance Teacher If media used effectively, teachers can “become facilitators of learning, rather than communicators of a fixed body of information. The learning process proceeds as knowledge building among teachers and students”.

· Distance learning allows students to hear and perhaps see teachers…


(Choudhary, 2008: p 53-54)

· Role of the Distance Student The primary role of the student is to learn. Under the best of circumstances, this challenging task requires motivation, planning, 


and the ability to analyze and apply the information being taught.

· Many distance-education students are older, have jobs, and families. They must coordinate the different areas of their lives which influence each other, their families, jobs, spare time, and studies. 

· Distant students have a variety of reasons for taking courses. Some students are interested in obtaining a degree to qualify for a better job. Many take courses to broaden their education.

· Role of the Distance Student In distance education, the learner is usually isolated. The motivational factors arising from the contact or competition with other students is absent. The student also lacks the immediate support of a teacher who is present and able to motivate and, if necessary, give attention to actual needs and difficulties that crop up during study. 

· Distant students and their teachers often have little in common in terms of background and day-to-day experiences and therefore, it takes longer for student-teacher rapport to develop. Without face-to-face contact distant students may feel ill at ease with their teacher as an "individual" and uncomfortable with their learning situation.

· In distance education settings, technology is typically the conduit through which information and communication flow. Until the teacher and students become comfortable with the technical delivery system, communication will be inhibited.


(http://www.uiweb.uidaho.edu/eo/dist8.html)

Basic Distance Learning Skills 
1. Be motivated 


As a distance student you’ll need to be a self-directed learner. To ensure that you can do this, you need to be highly motivated. The best way to stay sharp is to have a clear goal in mind for what you want to achieve through your education. If you are working toward a degree, your goal may be to finish your degree and improve career.
2.  Be confident


Before you take a distance learning program prepare yourself for it as it will give you confidence to handle the courses. You should be confident of the skills that are involved in university learning, such as reading university-level textbooks and writing research assignments. 

(Sources: http://www.dlcandtraining.co.uk/distance_learning_blog/distance-learning-news/10-tips-for-distance-learning-success/) + (http://www.msvu.ca/en/home/studentservices/academicadvisingsupport/studyskills/studyskillsfordistancelearners.aspx)

3.  Learn time management


Time-management skills are essential in distance learning. Before signing up for your distance course, ensure you have enough time to spend on the course. A general rule is to allow two hours of study for every hour of class. For example, if you have 2 hours of class time a week, you should plan to spend about 4 hours studying, approximately 6 hours per week.  Once you know how much time you need to spend, create a schedule. 

4.  Set goals


A good way to stay on top of your work is to set goals. The more you do now, the easier it will be at the end. Break large tasks down into smaller parts. Breaking down your ultimate goal into small, manageable steps is the best way to make regular progress whilst feeling like you’re actually achieving something. Your tutor will help you set a timetable which breaks down the course elements, but it can help to break these down even further when it all starts to feel like too much.


If you have a paper due at the end of the course, break it down so you do part of it each week. Ensure that you accomplish the goals you set for yourself by the end of each week. When it comes time to pass in the paper, you’ll be glad you did this.

5.  Get to know your course materials…


Your course materials and textbooks are designed to give you the basic knowledge and information you need to get through the course, so make sure you’re familiar with them. If your textbooks are still in their wrappers, it’s time to get reading…

6. …but don’t stick to them exclusively


Reading around your chosen subject will give you a greater breadth and depth of knowledge, so extra reading and research can really help your studies. Your tutor will be able to suggest good resources, and will be able to offer you extra advice based on their own experience as well.

7.  Review your courses


One great advantage of distance courses is that you are able to view and replay them all or in part as many times as you wish which will allow you to customize your notes and review more challenging information as often as you like. 

8. Cater for your learning style

If you don’t already know it, now is an excellent time to find your learning style and use it to your advantage. Try to convert the topic or subject you are studying into a format that helps you to learn best, whether that is reading, listening, looking or doing. 

9. Creating Support

Telling your family, friends, colleagues or even your boss about your studies is a great way to stay motivated on your course and get some much-needed encouragement and praise as you achieve your goals. Enlisting others to help give you a push can be a good way to ensure you study at the times you have set aside, and the watchful eye of these people might help stave off any thoughts of slacking off!

10. Find other students

Getting in touch with other students on the same course as you can be a great way to swap ideas and make friends, and can make your course a lot more enjoyable. Forums, social networks etc. can all be great ways to meet up with other people studying the same course as you.

11. Treat yourself

All work and no play can make it difficult to succeed on a distance learning course, so don’t be afraid to reward yourself for your achievements. Treating yourself for achieving goals will help to motivate you and give you a sense of progress and achievement on your course, so planning rewards for milestones such as submitting work or completing units can be a useful way to keep your spirits high as you study.

Time Management in Distance Learning
· Distance learners need to set up a system to succeed. Learn how to successfully manage your time, create schedules for yourself,

 
balance your academic work with real life, and keep yourself motivated.

· Time management is crucial for distance students because of the flexible nature of distance study, the fact that distance study is fitted into an already existing busy life, and the distance from class and other students who can indirectly help each other keep up-to-date. It is important that distance students use their time wisely.





(http://owll.massey.ac.nz/study-skills/time-management-for-distance-students.php)

· Organize Your Study around Other Commitments

You have already made fixed time commitments to your family, your work and your friends. Try to set up a study schedule that recognizes these time commitments. However, you set up your study schedule, treat that time as seriously as you do your job or your sleep time.
· Be Realistic About Your Study Schedule


Try to be realistic in planning your study time. You probably will have to give up some of the things you do to make time for study. However, almost everybody needs some down time for recreation and leisure activities. You will find it easier to stick to a study schedule if it includes some time to relax.

· Try To Get Some Study Done Every Day


Study is easier if you can spread the work out, rather than trying to cram it all into a few days. Research with university students has shown that you learn better and remember more if you spread out your study.







(http://distance.uvic.ca/students/time.htm)

· Set Realistic Goals


Set goals for yourself! Each time you begin a period of study, decide what it is you want to accomplish in the time you have. And make sure that your goal is a realistic one. If you have set aside 3 hours for study, your goal might be to read two assigned chapters in your text and make summary notes, or it might be to write several pages of an essay.

· Be Realistic about Your Concentration Span


Most people find it difficult to concentrate for long periods. In fact, many people find that their attention begins to wander after 20 minutes. If you plan to read or write for long periods of time, break up your study with short breaks for a stretch or walk around and you’ll find it easier to stay focused.

· Stress is your body’s reaction to the demands that are placed on it. It occurs when we feel that we can not cope with what our lives demand from us. 

· Believe it or not, a moderate level of stress can actually be good for you. It can pump you up and increase your attention level. People perform at an optimum level when stress is moderate. However, too much stress doesn’t have the same effect.

· Everyone is bound to feel stressed out sometimes. You can’t really escape stress, but there are some things you can do to reduce it and better manage it. 

Stress Management in Distance Learning
1. Stay healthy


Ironically, in times of stress we neglect the things we need to do to help us properly manage stress. No matter what is going on around you, your first priority should be to take care of your body. You need to eat nutritious food and get good sleep. Exercise keeps your body healthy and also gives you an outlet for your stress.

      2.   Become aware of your stressors


Recognize the situations and people who are stressing you out so you can avoid them if possible. You may be making yourself susceptible to unnecessary stress.

     3.   Learn time management


Time management is a great way to reduce stress. It keeps you organized and ensures that you get everything done on time. 

    4.    Take a break


You need to allow yourself to take a break on your study schedule. It is important that you get your work done, but you also have to take breaks. 

    5.    Practice acceptance


Sometimes you have to accept the things that can not be changed. Learn to ignore what is beyond your control and be positive about things you can control. If there is nothing you can do about whatever is causing you stress, try to put it out of your mind and move forward.

  6.      Say no


It is good to realize you have limits. Sometimes you have to say no to certain requests so you do not increase your stress level. At times this may be tough to do, but it is important.
  7.    Get help


Talking to friends or family members may also help put things in perspective. If stress is a constant problem for you, make an appointment to speak to a professional. 

(http://www.msvu.ca/en/home/studentservices/academicadvisingsupport/studyskills/stressmanagement.aspx)

Mediums Used in Distance Learning
· Print medium


Print is the most common medium used in distance education. Forms of print are textbooks, manuals, course notes, and study guides. 

· Audio- and Videocassettes: 


Sometimes distance learning programmes provide what is called "video-based instruction". In such a program, video tapes are the main medium of delivery of information to the learner. 

· Audio- and videotapes have come to play an increasingly important role as media for distance education. These technologies are convenient and cost-effective. Most people have VCRs in their homes, and videotapes are easy and inexpensive to distribute. 

· These media can be used to present the views of experts, which would increase the credibility of and interest in the materials. Materials that cannot be communicated by print could be communicated this way. Video is a powerful medium in terms of capturing attention, and conveying a lot of information quickly. 

· Producing audio- or videotape helps keeping students in track, and get people involved. 

A distant learner has to learn how to deal with these materials. 

· Dealing with these materials includes:


identifying them,


understanding them


organizing them and (related equipment)


storing them

 
utilizing them

Time management skills

Activity
· Read the passage. Then answer the questions. 


In his thought-provoking work, Philosophical Investigations, Ludwig Wittgenstein uses an easily conceptualized scenario in an attempt to clarify some of the problems involved in thinking about the mind as something over and above the behaviors that it produces. Imagine, he says, that everyone has a small box in which they keep a beetle. No one is allowed to look in anyone else’s box, only in their own. Over time, people talk about what is in their boxes and the word “beetle” comes to stand for what is in everyone’s box.


Through this curious example, Wittgenstein attempts to point out that the beetle is very much like an individual’s mind; no one can know exactly what it is like to be another person or experience things from another’s perspective—look in someone else’s “box”—but it is generally assumed that the mental workings of other people’s minds are very similar to that of our own (everyone has a “beetle” which is more or less similar to everyone else’s). However, it does not really matter—he argues—what is in the box or whether everyone indeed has a beetle, since there is no way of checking or comparing. In a sense, the word “beetle”—if it is to have any sense or meaning—simply means “what is in the box”. From this point of view, the mind is simply “what is in the box”, or rather “what is in your head”.


Wittgenstein argues that although we cannot know what it is like to be someone else, to say that there must be a special mental entity called a mind that makes our experiences private, is wrong. His rationale is that he considers language to have meaning because of public usage. In other words, when we talk of having a mind—or a beetle—we are using a term that we have learned through conversation and public discourse (rooted in natural language). The word might be perceived differently in each of our minds, but we all agree that it signifies something; this allows us to develop language for talking about conceptualizations like color, mood, size and shape. Therefore, the word “mind” cannot be used to refer specifically to some entity outside of our individualized conception, since we cannot see into other people’s boxes. 

Questions 
1) Based on information in the passage, Wittgenstein apparently believes that 

I. it is best to think of mental states as nothing over and above the behaviors they produce 

II. the public use of language is responsible for misconceptions about the mind 

III. through the use of precise language, it is possible to accurately describe the shared properties of the mind 

· A. I only 

· B. II only 

· C. I and II only 

· D. II and III only 

· E. I, II, and III 

2) Which of the following literary devices best describes Wittgenstein’s use of the “beetle in a box” scenario? 

A. Authorial intrusion, characterized by a point at which the author speaks out directly to the reader. 

B. Aphorism, characterized by the use of a concise statement that is made in a matter of fact tone to state a principle or an opinion that is generally understood to be a universal truth. 

C. Amplification, characterized by the embellishment or extension of a statement in order to give it greater worth or meaning. 

D. Allegory, characterized by the use of symbolic representation to convey the meaning of an often abstract concept. 

E. Ambiguity, characterized by the expression of an idea in such a way that it becomes possible to glean more than one meaning from it. 

3) Wittgenstein would most likely disagree with which of the following statements? 

A. It is impossible to know another person’s thoughts. 

B. The mind is a special mental substance. 

C. The color green may actually look different to everybody. 

D. Words do not always accurately represent the things they symbolize. 

E. It takes time for public discourse to create a new word with a common meaning. 

4) As used in paragraph 3, which is the best synonym for discourse? 

A. exchange 

B. conversation 

C. announcement 

D. knowledge 

E. setting 

5) Based on his use of the “beetle in a box” comparison in the passage, it can be inferred that Wittgenstein might similarly compare a room full of people to a

A. deck of cards

B. box of chocolates

C. collection of rocks

D. library of books

E. group of drinking glasses filled with water

Answers

1)  c

2)  d

3)  b

4)  a

5)  b

(http://www.englishforeveryone.org/Topics/Reading-Comprehension.htm

Now self evaluate!

· By the way how much time you planned for the activity? And How much time it took?

· Think about how would you manage time in a better way for this activity?

· What about your goals? Realistic or non-realistic?
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TIME


�


at first       


afterwards      


later       


then    


in the meantime      


meanwhile








EXEMPLIFICATION


�


for instance      


for example     


to illustrate
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ducation (see page S regarding examinatons).

SCHOOL UNIFORM
1118 not compuisary for chidren to ear schoo unform aitough s strongly encouraged
50 tht he chidren feelpar of he school communiy.

Boys

Boys shouid wear biue shirts (long orshort sieeved) th grey rousers and the schodi
Jumper. They shoukd wear the biue and grey striped school ties at il imes.




[image: image113.png]Girls.
‘Girs shouid wear grey pinafores with white blouses and the school jumper.

Footwear and accessories
Al children shouid wear biack school shoes. At no time must they wear trainers. Giris may
wear studs which must be removed for PE.

The school operates a budget shop’ once a ter 50 that parents may purchase second-
hand clothing.

EXTRA-CURRICULAR ACTIVITIES
There is a wide range of clubs for all children, according to their age. Children in Reception
may atiend footbail, ballet and/or swimming. Chikdren in Years 1 10 7 may aiso atiend

the following ciubs: archery. short-tennis, French and homework. Participation in clubs s
‘strongly encouraged.




[image: image114.png]‘Scanning a school prospectus

First of all print out the Portham Village School prospectus, Then scan the prospectus to find
the answers to the questions.

1. 1f your child s i, who should you telephone?.

2. Which school year does this prospecius refate o?.

3. Who has stated that children showidn't take holidays during term time?.

4. Children can aftend the dentist during school hours. True or f

5. Can gifs wear stud earrings?.

6. What colouris the school tie?.




[image: image115.png]Going to the Mountains

Jan and Jon are twins. They live with their mom and dad.
‘They live in a town that never gets cold. The town never has
now in the winter. But they can see the mountains in the
distance and the mountains have snow.

Sometimes, the twins® parents take them to the mountains
Everyone puts on a heavy jacket. They all wear fuzzy
mittens on their hands. They each have a warm, winter cap.
“The family enjoys playing in the snow. They make a huge
circle like a track in the snow. That circle is like a track.
They chase each other around the track. They slip. They slide. They get wet when they
fall down, but that snow play is fun!




[image: image116.png]1. Why would Jan and Jon look far away to the mountains?

2. How far away are the mountains?

3. How does the family prepare for snow play?




[image: image117.png]Some Very Deep Lakes

A “great” lake means a very large lake. North America has five Great Lakes. The five
Great Lakes are large and deep. They are deep enough for very big: ships.

‘The Great Lakes are between Canada and the United States

“The names of the lakes are Superior, Michigan, Huron,
and Ontario. These lakes all conneet to each other through
rivers and canals.

Erie,

Ships from all over the world can sail on the Great Lakes
First, these ships travel on the Atlantic Ocean. They carry

heavy loads of boxes and freight. From the Atlantic Ocean.
the ships enter a deep river. This river connects to the Great
Lakes. The ships continue to travel. Around the Great Lakes are cities called poris. The
ships deliver their boxes and freight at these ports. Then the ships sail back to the ocean




[image: image118.png]Sweaters to Wear

Al over the world, peaple wear sweaters. In very cold places, people wear heavy and
warm sweaters. Those sweaters are sometimes itchy. They are itchy if they are made of
wool. Wool is animal hair. That is why wool sweaters are very warm

Some people do not need warm wool sweaters. They wear another kind of sweater made
from cotton. A cotton sweater is soft and cool. Cotton comes from the fuzz of a special
plant. Cotton is not made from animal hair.

In very cold places, people might wear a sweater under a jacket. In nice and warm
places, they wear a sweater instead of a jacket. A sweater is a nice piece of clothing. It
looks nice with pants or a skirt




[image: image119.png]1. Why do some people need wool sweaters?

2. What fhree words describe wool sweaters?

3. For what is animal hair used?




[image: image120.png]4. Why is a cotfon sweater soff?

5. What can a person wear with a sweater?




[image: image121.png]Study the pet care chart.

down.

CATS DOGS FISH
Lita cat using two hands, Don't allow a dog to roam Don't mix large and smal fish.
2| one under s forelegs and reely. Groom a dog regularly. | Net ish genty. To prevent the
3| one under its ump. A cat Check that ts ears are clean | spread of diseases, isolate
should not be dropped, forit | and its nails are trimmed. To | each new fish for a few days
£ | ot aways landon s e, | avo h loss o i naural ofs, | befors adding 0 your tank.
Brush is coat regularly. bathe it only when it diry.
Bones that may splinter Serve a balanced diet of Gheck withthe fish dealer
should not be fed to cats. commercial dog food. Feed | about the proper die for the
g| Provide a hign-protein, once or twice a day, depending | fish. Don't put more food in
Z| nighfat, commercial cat on the dog's conition. Give | the tank than the fish can eat
& | food. If food s not moist, the dog large uncooked beef | in 5 mintes. Afler 10 or 15
£ provide water. bones or artificial bones. minutes, al lefover food should
Provide water be removed to prevent an
accumulation of otting food.
| Aboxwithacushionora Protect the dog from dampness | Don't use fish bows because
2| blanket can be used for ‘and from extremes of heat and | the fish can't get enough oxygen.
& | steoping provcea scratcing | oA warn,dy ket can | Use itled waler Proide
2| postto keep claws wom be used for bedding. Cleanthe |~ proper lighting. Bo sure the

bedding regularly.

water does not contain chlorine.




[image: image122.png]Now use the information from the pet care chart to help you decide whether
each statement is true or false. Write T or F on the blank.



[image: image123.png]The healthiest dogs are bathed every day.

Cats should not be fed chicken bones.
A fish eats all it needs within five minutes.

Dogs with heavy coats need no protection
from cold weather.

All kinds of fish can live together happly.

Always use two hands to pick up a cat.



[image: image124.png]abject allude avid
adverse askew. benign
aggregate astute allege
augment



[image: image125.png]- Little Sally appeared in the doorway withherhat
her shoes on the wrong feet and her dress on backward.

Acasseroleisan _____of meat, vegetables and sauce.
Fritzisan ___________ observer of business trends in Europe
and Japan.

| Mordecai's__________ poverty left him without hope for

himself or his family.

Vitashot Corporation hopes to its insurance program to
include dental coverage for all employees.

. Theophilus prefers not to fly in small planesin __________ weather.



[image: image126.png]High level positions are stressful, and can be harmful to your health too.

- Just as high level positions are stressful, they can be harmful to your health.

similarly, in comparison High level positions are stressful at times; similarly, they can be harmful to

your health.

_ Similar to other important professions, high level business positions are

stressful at times.



[image: image127.png]Connector(s)

And High level positions are stressful at times, and can be harmful to your health.

in addition, additionally, High level positions are stressful at times; furthermore, they can be harmful to your
furthermore, moreover, also health

not only...but also Not only are high level positions stressful at times, but they also can be harmful to your
health.

in addition to, along with, as Along with being stressful, high level positions can also be harmful to your health.
well as



[image: image128.png]for (cause), so (effect) Professionals can sometimes be extremely impatient, for their positions are
at times rather stressful.

because, since Since high level positions are at times rather stressful, professionals can
sometimes be extremely impatient.

therefore, as a result, High level positions are at times rather stressful; therefore, professionals
consequently can sometimes be extremely impatient.

because of, due to, as a Due to the stressful nature of high level positions, professionals can
result of sometimes be extremely impatient.



[image: image129.png]if, unless, only if, even if If you consider the financial rewards of high level positions, the stressful
nature of these positions becomes less important.

Otherwise You should remember the financial rewards of high level positions;
otherwise, you might find the stressful nature of these positions too
demanding



[image: image130.png]High level positions are stressful at times, but the financial rewards make

these positions very desirable indeed.

_ While high level positions are stressful at times, the financial rewards make

these positions very desirable indeed.

in contrast, on the other High level positions are stressful at times; on the other hand, the financial

hand rewards make these positions very desirable indeed.

- Unlike the undesirable stress of high level positions, the financial rewards
make these positions very desirable indeed.



[image: image131.png]High level positions are stressful at times, but professionals can learn to

manage their stress levels.

although, despite the Despite the fact that high level positions are stressful at times, professionals can

fact that learn to manage their stress levels.

however, High level positions are stressful at times; nevertheless, professionals can learn
nevertheless to manage their stress levels.

despite, in spite of In spite of the stressful nature of high level positions, professionals can learn to

manage their stress levels.
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[image: image133.png]THE TOPIC OUTLINE Here is an example
of a topic outline. Compare the outline below.

1L

ML

The Plays of Shakespeare

Macbeth

The Comedy of Errors
Othello

Henry vV

The Merchant of Venice
Romeo and Juliet
Love's Labor’s Lost
Richard 1[I

Henry IV, Part I
Hamlet

The Plays of Shakespeare

Tragedies

A, Macbeth

B.  Othello

C. Romeo and Juliet
D. Hamlet
Comedies

A.  The Comedy of Errors
B. Love's Labor's Lost

C.  The Merchant of Venice
Histories

A.  Richard Il

B.  Henry IV, Part [

C.  Henry V



[image: image134.png]The first list includes the same titles of plays
as the second list. But there is no organiza-
tion in the first list. The plays are not listed
in any meaningful way. In the second list
the titles have been outlined. They have been
grouped according to similar characteristics
under three main headings: tragedics, come-
dies, and histories. This Kind of organization
is helpful in making the distinctions clear and

in focusing on one particular distinction at a
time.




[image: image135.png]Here is another example of a topic outline:

1.

The Purpose of Study Skills

To introduce students to proper
attitudes toward their studies
A.  Attitude toward. English
1. Reasons for studying English
2. Study habits in English
B. Attitude toward other subjects
1. The importance of motivation
2. The need for concentration

3. The problem of distragtions

To instruct and to provide practice in
study skills

Using a dictionary

Learning vocabulary

Outlining

Note-making

Using a library

Preparing for examinations

RO O®e



[image: image136.png]Forgetting

1. Why does forgetting occur?
A. Forgetting occurs because of dis-

use.

13

2

Material that is not used is
soon forgotten.

This is an old and no. longer
completely accepted theory.

B.  Forgetting occurs because of inter-

ference.

1. If you learn A, then learn B,
when you try to recall 4, B
interferes.

2. The learning of A interferes
with the learning of B.

3. Sleep provides a minimum

amount of forgetting.

1I. How can forgetting be overcome?
A. Material should be meaningful and
well organized.

Iy

o

It is more difficult to memorize
nonsense words than meaning-
ful words.

Material should be structured
and organized in some mean-
ingful way.

B. Material should be overlearned.

i

If you have learned A very
well, and B only half as well,
A will be recalled more easily
than B.

Do not be satisfied with only
one complete, correct learning.
Repeat the material over and
over again.

C. Material should be systematically
reviewed.



[image: image137.png]SUMMARY. Now that you have seen exam-
ples of topic and sentence outlines, we can
look more closely at their form. First, notice
that an outline usually starts with the largest
or most important idea and then progresses
down to smaller or less important ideas. To
indicate the comparative importance of ideas,
numbers and letters are used. For example:

L XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
A, XXXXXXXXXXXXXXXXXXXXXXXXXXX
B.  XXXXXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXX

IL XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

A XXXXXXXXXXXXXXXXXXXXXXXXXXX
1. XXXXXXXXXXXXXXXXXXXXXXXX

@ XXXXXXXXXXXXXXXXXXXXX

b, XXXXXXXXXXXXXXXXXXXXX

(1) XXXXXXXXXXXXXXXXX

(2)  XXXXXXXXXXXXXXXXX

2. XXXXXXXXXXXXXXXXXXXXXXXX

Second, notice how each heading is indented.
Headings of equal rank are indented an equal
distance from' the margin. Third, notice I.B.
above. If a heading runs from one line to the
next, it is indented so that it starts directly
below the first word of the preceding line.
The purpose of indention is to make each
heading stand out clearly so that you can
see it quickly and see how it is related to
what is before and after it. Fourth, notice
that no punctuation is needed at the end of
the topics in a topic outline. Punctuation
in a sentence outline follows regular sentence
practice. Finally, notice that periods are used
after numbers and letters. For fifth and
lower ranks, parentheses ar¢ used instead of a
period. g



[image: image138.png]Composition Outline Exercises

Exercise 4-10. Assume thatyourEnglish teach-

er has asked you to write a
composition on the topic
“English Is a Difficult Lan-
guage for Me to Learn.”
Before you start to write, you
think about this topic and
quickly jot down ideas as they
come to you. These ideas
are written below, in random
order just as you might have
written them down. Now look
them over. Organize them into
cither a topic or sentence out-
line. Omit those you now think
are not related to the topic.
Expand those you think are
important and need supporting
details or more examples. Do
not write the composition.
Simply write an outline by re-
vising and reorganizing these
ideas. Use separate paper to be
handed in.

People speak too fast.

English spelling does not consistently repre-

sent sounds.

(Why does hear thyme with fear but bear

with fair?

Hear + I becomes heard but bear + -d be-

comes beard.)

English speakers mumble so that I cannot

understand.

Idioms are difficult. (Does something burn
up or down? And why does burned up

mean irritated or angry?)



[image: image139.png]Words are not pronounced the way I expect
them to be.

Grammar is not difficult; much easier than
my language.

Many words have different meanings (Eg
spring).

Vocabulary is difficult because so many
English words seem to come from Latin or
French (1 don’t know either).

Reasons for wanting to learn English (1. study
in the United States, 2. international
language, 3. a good language to learn).

Some words can be spelled in more than one
way (e.g., color—colour, through—thru).



[image: image140.png]"The Americar Heritage Dictionary of
English Language (New York: Ame
Heritage Publishing Co., and Bo:
Houghton Mifflin Company)

Funk and Wagnalls Standard College
tionary (New York: Funk and Wagng

The Random House Dictionary of the Eny
Language, College Edition (New Y
Random House)

Webster’s New World Dictionary of
American Language, Second College
tion (Cleveland, Ohio: World Publisi
Company) ]

Webster's New Collegiate Dictionary, Ej
Edition (Springfield, Mass.: G. and
Merriam Co.)

There are two excellent diction:
intended especially for students of En
as a second language. Both are published!
England, but they also include American aj
Canadian usage. Although they define fe
words than the dictionaries listed above,
definitions are more simply worded
include more illustrative sentences. Either
the following is quite adequate for college
and is highly recommended:

A. S. Homby, Oxford Advanced ILearn
Dictionary of Current English, New Ei
tion (London: Oxford University Pret
1974)

Longman  Dictionary  of Contemporal
English (London: Longman, 1978)

Using an English Dictionary




[image: image141.png]new words come into the language
eanings frequently change, it is
to use only a dictionary that has

nts of abridgements. Also,
may have been published
of these pocket-sized dic-
copied without changes from
ies.

native-language-to-English  dic-
example, Japanese-English,
, Persian-English). Dictionaries
frequently poorly edited and
Although they may serve an
immediate convenience, their
the assumption that there is
* correspondence between the
two languages. Sometimes
en there is not. Word transla-
ind that such dictionar
ad you into many mistakes.
u will not increase your
ary but only temporarily
a false equivalent.




[image: image142.png]What a Dictionary Will Tell You

Here is a list of some of the things that you
can learn from your dictionary. Each of
these will be discussed in detail, followed
by exercises to give you practice.

T

=

6

Spelling. A dictionary shows the ac-
cepted spelling of every word that is
listed, as well as the spelling of irregu-
lar verb forms and plurals.
Pronunciation. ch dictionary has a
special way of showing how words are
pronounced, including stress.

Svilable division. This helps in spelling
and pronouncing words and -indicates
where the word should be divided at the
end of a line.

Derivation. A dictionary includes the
history of each word, indicating its
origin and development through dif-
ferent languages before it became an
English word.

Meaning. Almost every word has more
than a single meaning. Different mean-
ings are given, often with illustrative
sentences. Special, technical definitions
are also listed.

Part of speech. These are determined,
of course, by actual use in a sentence. A
dictionary indicates, however, whether
the word is commonly used as a noun,
pronoun, verb (transitive and intransi-
tive), adjective, adverb, conjanction, or
preposition.




[image: image143.png]). Usage. Your dictionary will tell you
whether a word is chiefly British or
American, or whether the word is
formal, colloquial, dialectal, archaic,
poetic, or slang. This information is
often important in writing.

8. Synonyms and antonyms. Frequently
words of similar meanings (synonyms)
or words of opposite meanings (anto-
nyms) are listed, with explanation of
the distinctions.

9. Generalinformation. Information about
persons and places is listed, either within
the alphabetical arrangement of the
words or in special sections at the back.
For example, a dictionary will tell you
the location of Roanoke, the population

of Katmandu, or the dates that Cleopatra
ruled.

Any good dictionary will give you this
much information. Some dictionaries also
include rules for spelling, punctuation, and
capitalization, a vocabulary of rhymes, a
list of common first names in Enelish, and
even a list of colleges and universities in
Canada and the United States. 1f you arc
confused by the system of weights and
measures used in English, you can find a
table of equivalents in your dictionary.

Whichever dictionary you use, get to
know it like a friend. Itis a friend.




[image: image144.png]Fromlectures

Note taking skills

o001

Whatto note



[image: image145.jpg](oo ;:"*‘,)
novdedss, soalig m».,..
¥/<\
Nlm \
SRR, Pl

=

t
Performing Sytactical
sy text )
ocesses: Can Becomo - -
Botemate in Skited Readr, Trreny

i
onsuming Little Cogni apacity. Qw"m;hp
N I
=
.
S




[image: image146.png]hd

Lhnalyze

V Measure i
L Measure

&
L The Problem




[image: image147.png]Research . Data Data
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[image: image148.png]O ves O no | Are you a self-motivated person?
O ves O no | Are you able to work independently with little direction?
O ves O no |Are you a self-starter?

O ves O np | Are you able to manage your time well?

O ves O no | Are you capable of self-discipline to accomplish a goal?
O ves O no | Are you an organized person?

O ves O np | Can you structure your time and surroundings?

O ves O no |Doyouhave good study habits?

O ves O no | Can you readily comprehend information you read?

O ves O np | Can you prepare and study for exams independently?
O ves O no | Are you able to capably take objective exams?

Oves O no | Are you able to capably take subjective exams?




[image: image149.png]O ves O No |Would you be able to easily call or e-mail a professar with
questions/cancerns about his/her course and not be intimidated to do so?

Oves O no | Are you comfortable asking questions if you need clarification?

O ves O no | Are you a goal-oriented person?

Oves O no | Do you usually achieve your goals?

O ves O no | Are you able to gather information visually?

O ves O no | Do you get things done and not put things off till tomorrow?

Oves O np | Do you consider yourself capable of independent learning?

O ves O no | Are you the type of student who doesn't necessarily need regular
contact with your instructor?

O ves O no | Are youin control of your time?

Oves O no | Do you determine how to use your time?

O ves O no | Do you consider yourself a mature adult?

O ves O no | Are you confident of your acaderic abilities?

O ves O no | Do you stick with a task even when confronted with obstacles?




[image: image150.wmf][image: image151.png]O ves O no | Do you complete what you start?

Oves O np | Do you believe you are responsible for your own education, that what
you learn or don't learn is ultimately your responsibility?



[image: image152.wmf][image: image153.wmf][image: image154.png]Studying at a distance: what is it?



[image: image155.wmf][image: image156.wmf][image: image157.wmf][image: image158.wmf][image: image159.wmf][image: image160.wmf][image: image161.png]Make a note of those personal attributes and skills that you think you need if

you are successfully to complete your distance learning course. Two sugges-
tions are:

e Motivation
e |nitiative



[image: image162.wmf][image: image163.wmf][image: image164.wmf][image: image165.png]Studying and learning

Finding time to study

Having the confidence to start studying again after many years

Writing essays again

Coping with stress at the time of the examinations

Being motivated enough to persevere when not attending university or
college on a regular basis

Feeling isolated because of not seeing fellow students regularly

Feeling disheartened or unsure of progress because of not seeing the tutor
regularly

Keeping a balance between the work required for the face-to-face and
distance learning elements of the course (if on a mixed-mode course)

Not having the self-discipline to get down to doing the work

Finding somewhere quiet to work

Finding the level of the course too high to be able to complete it

Coping with learning a whole new vocabulary relevant to the course

Using the internet to communicate with others and submit assignments
Working / learning according to the rules of a different academic / edu-
cational culture
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Now look at the real paragraph
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Accessing Information as a Distance Student: Judge how do you handle information?
















_1419699406.ppt


Activity 1                                      Time: 1 minute

		When do you say this?



(http://www.effective-public-speaking.com/starting/exercise2.html)





My name's Jane Shaw|




Feel free to ask any
questions.




Perhaps we can leave any
questions you have unit the
end




‘This morning Id like to
present our new pracessor





For those of you who don't
Know me, my name's Tom
Stotter




‘Today I'd like to discuss our
faiures in the Japanese
market and suggest a new
approach





Good morning, ladies and
gentlemen




If you have any questions,
1 be happy to answer them
5 we go along




ar ar

ar

Welcome them

Introduce yourself

State the purpose of your presentation

State how you want to deal with questions

Y | O | O |
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Activity 2                                        Time: 1 minute

		Complete the dialogue with the given expressions



(http://www.effective-public-speaking.com/starting/exercise2.html)





would ke to [ you all ero this moming, My name's Martn Twist and 'm

[T or customer service. This morming d ks to [ ] ournew packages
for ravetagonts. I you have any [ you' ko o ask, [d bo hapy o

E—











