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VVocabulary

Complete the sentences with the words in the boxes.

explored discovered invented

1. Percy Spencer _ the first microwave oven In
the 1940s.

2.Myfriendsand!l_ ___  Barcelonaon foot.

3. Willlam Herschel _ ~__the planet Uranus In 1781.

arrived got reached

4.When we finally _ _our destination, we were
exhausted.

B.Thetrain_. atthe station an hour late
yesterday evening.

6. It was past midnight when we __to the hotel.

managed succeeded

7. Fortunately, the rescue team to find the
missing girl.
8.In the end, the climbers in reaching the

top of the mountain.
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aiminar
Past Perfect Simple =5

A Read the examples and find which actions

happened first and which happened second.
Then complete the rule.

» They had gathered lots of supplies
before they left Royal Park.

« By the time Burke arrived at
Cooper’s Creek, the others had leftL

PAST PERFECT SIMPLE

+ past participle

We use the Past Perfect Simple for an action
which had happened _ .. _another
action in the past.

B Complete with the Past Simple or the
Past Perfect Simple of the verbs in brackets.

1. By the time the climbers .
(reach) the top of the mnuntaln it

(start) raining.

2.When | _ _ (arrive) at the office,

| (realise) that |
(not take) my mobile phone with me.

3.My brother _ . . .(be)angrywhen
he (come) home because his
car_ (break down).

4.Themen_  (load) all the supplies
on the shlp befura they i (leave)
the port.

L - 5
.
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PASTG PERFECTG GENSE

Complete the sentences using Past perfect tense.

*a

l.- The fire ........coeveverennen. (already/reach) the roof by the time the firemen arrived.
2.~-Joe Smith went to prison because he .............. (steal) a lot of money.
3.-Helen went to bed after she .............. (watch) her favourite TV programme.

4.-My father bought the new car after he .............. (fry) it a few times.

5.-By the time Sonia got to the party, everyone ... (begin) dancing.
6.-Lorenzo ... (20t) all the ice cream before I opened the fridge.
7.-There was a lot of snow outside because it ............... (snow) earlier in that day.
B8.-Beatriz didn't pass the test because she .................. (not study) at all.

9.-Look! Somebody ................. (leave) the windows open.

10.-By the time the palice arrived, the burglar ................. (Breaklinte my neighbour’s house.

EE N ENEEEEEEEEEEEENEEEN =
o &

11.-The girl felt guilty because she ................... (drink) all the milk.

12.-Our flat was robbed because we ................. (not leck) the front deor,
13.-My father couldn't find the meney because he .............. (hide) it in a drawer.
14.-Leonard didn't have money for the bus because he ............ . (forget) to ask his mother.
15.- My cousin ................. (never/visit) a mine until his father took him one day.

16.-Her bicycle wasn't there because a friend ................. (fake) it without asking her.

17.-Daniel was arrested after he ................ (escape) from prison.
18.-When Kathy met Jenathan, he ................ (join) the Nawy,
19.- Before they arrived at the airport, they ............. (pay) the taxi driver.

20.-His dog ..........c...... {die) two weeks ago. He was very sad,

= A2 R A AR R RN AR RO RN R RN RIED RN RRRRRERRNRRIERRRRRRIERRERRRTRRRRORRERRNRRURRRRTRRIERRERRRRRERORIEDRNDR]]
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Vocabu lal'y Complete the sentences with the words in the

54

boarded arrival luggage flight attendant landed

1. The. _ told us to fasten our seat belits.
2. We . - ~ at Terminal 1 and went to collect our bags.
3. You can see ~and departure times, and gate
numbers on the TV rnunltur5
4. A: How much ~ are you checking in?

B: Just this suitcase.
A: Please put it on the conveyor belt.

5. Members of the cabin crew welcomed us and gave us newspapers as
we o the plane.
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Giving advice
r (should, ought to, had better) 11

A Read the examples. Are the statements 1-5
below true or false?

Should we book your holiday at the local travel agency?
You ought to see a doctor about your headaches.

You shouldn’t drink so much caffeine. It's bad for you.
You can borrow my car but you'd better not crash it.

1. Should, ought to and had better are followed
by to + base form.

2. Should, ought to and had better refer
to the past.

3. The negative form of should, cught to and
had better Is formed by adding not.

4. We use should, ought to and had better
to give our opinion or make a suggestion.

5. Had better can sometimes imply a warning.

OO0 O C

B Rewrite the sentences using the words given.

1. Don't forget to set the alarm clock for tomorrow
morning. (had better)
You oo

2.It's a good idea to take sunscreen with you. (ought to)
You .

3. We have to leave for the station right now

because we're going to miss our train. (had better)
We

4.It's not a good idea to drive when you're feeling
dizzy. (should)
You
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Write

A [, Read the description of Istanbul and find:

1. general Information about the city.
2. five sights the writer recommends.

3. examples of factual Information describing
one of the sights.

4. the place the writer recommends for shopping.

5. some adjectives the writer uses to describe
the place.

6. examples of the writer's opinion.

A EUROASIAN CITY

stanbul 15 one of the most
:[ﬁpccmcuhr cities in the world.
l.ocated on both sides of the

Bosphorus, Istanbul is unique because
it is a city that is shared berween two
continents, lurope and Asia. With a
population of over 14 million and a
rich history which dates back thousands o
of years ago, it is a chaotic but also a fascinating city,
Istanbul offers many interesting sights for visitors o

the city. Because of its Ottoman architecture, Istanbul

is well-known for its mosques. The most popular one s
Sultanahmet, which is widely known as The Blue Mosque.
T'he second largest is the Sileymaniye Mosqgue, which has
several buildings around it, including a hospital, a school
and a soup kitchen. Other attractions worth visiting arc
the Muscumn of Turkish and Islamic Arts, Topkapi Palace
(Topkapi Sarayt) and Galata Tower, where you can geta
breathtaking view of the whole aty.

The Grand Bazaar is also one of the places that you
chouldn’t miss. It's an amazing and colourful market with
over GO streets where vou can find practically everything,
It is more than 500 vears old and is one of the largest
indoor markets in the world, with about 5,000 shops,
sixtv restaurants and twelve mosgues, among other things.
| At the crossroads of the Last
and the West, Istanbul 1s a

truly impressive city. Indeed, 1t
definitely deserves to be on your
list of must-visit places.

B 9‘ Read the note. Then find and underline

the four topic sentences in the description.
e

p—
TOPIC SENTENCES
The sentence that introduces the central idea
of a paragraph Is called a toplc sentence. This
is usually the first sentence in the paragraph.
The other sentences develop the Iidea
expressed in the topic sentence by expanding
on it, giving examples or explaining it.

.y JIAV/ /R
- -: -
7
;.-"’
= ? Think of an interesting place you
have visited and know well. Look at the '
questions below and make some notes. §
« What's the name of this place? ‘q
. Where: is it? | ‘ -
» What is special about it? .
« What are some of the most &
interesting sights? ﬂ;_'l
« Do you know anything about them? fq.*
+ Do they attract many tourists? | 4
« What can visitors do there?
« What did you like the most about -
this place? =
« Is this place worth visiting? Why? “'-;:
\ -
. D Q Write a description of an interesting - N\
place you have visited and know well N
for a travel blog. Use your notes from - ‘1
activity C and follow the plan below. » .
E..r

When writing a description of a place:
 try to have well-organised
paragraphs with topic sentences.

e Use a variety of adjectives
(e.g. impressive, breathtaking)
to make your description lively.

@

%

Plan

An article describing a place

.IIIII Illfllltlll‘l II f
Give some general Information about the place

(name, location, most interesting features).
L MAINFARTIS FARNGRAFTIS ]
1 Mentlon some of the sights but don't just list

them. Try to give some Information about
each sight. Use phrases like:
e One of the most interesting/well-known

places Is...
7
J /"
.

« Another place worth visiting is...
« ... also attracts many tourists.
¢ ... Is another top attraction.
e You can also visit...
« Don't forget to visit...
2 Mentlon what visitors can
do there. Use phrases like: Wi
» You can..
e Don't leave without...
» Another thing you can do Is...
e You should also...

¢ There's also...

Give your general opinion of this place.
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B £ Match the phrases from the
dialogues with their synonyms.

1. 'drather | = 6.ldoubtit/

2.I'm positive [ 7.feellike |

3.makeup ~ 8.dropby
your mind | 9.it's up

4.1 giveup | ) to you )

5.doasyou  10.count
please mein |

a. | don't f. want
think so g. include me

b. I'm certain h. do whatever
c. it’'s your you like

choice i. visit someone
d. I'd prefer or a place

e. 'mgoingto |J. decide about
stop trying something
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m

B Rewrite the sentences using the words given.

1. Perhaps the Bears will lose this game. might

2. It’s likely that we will go to Spain on holiday. may

---------------------------------------------------------------------------------------------------------------------------------------------------------------

3. It is possible that Ted won't enjoy car racing. might

4. I'm thinking of buying a car, but | haven'’t
made up my mind yet. may

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

5. | don't think Linda will come with us tomorrow. may

---------------------------------------------------------------------------------------------------------------------------------------------------------------

6. The cafe is likely to be noisy at this time of day. could
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Grammar

- Conditional Sentences Type 1, if vs. when ﬂ

A Read the examples and complete the rule.

« If you buy two products, you will get a third one
for free.

« If you want to complain, you should fill out the
form.

« If Betty needs help, tell her to ask at the
information desk.

We use Conditional Sentences Type 1 for something
which is likely to happen in the present or future, and
they can also be used to give advice and instructions.

e Future ...

« can, may, might, should,etc.
+ base form

« imperative

B Read the examples and answer the questions.

1. Do the sentences
refer to the present/
future or past?

2. Which tense do we
use after ‘when’?

« John: I'll order something
if | get hungry.

« Lisa: I'll order something
when | get hungry.

l': 3. Who is sure / not
sure that he/she will
. get hungry? Why?
Listen

C Circle the correct words and

complete the boxes with if or when.
1. A:What are you doing tomorrow?

B: Well, I'm going on a day trip with my
cousin Richard. | the weather
is / will be good, we go / may go hiking
too. Do you want to join us?

A:|'d love to, but my brother is coming to
visit me tomorrow.

B: Tell him to come along, too.

A:OK, | ask /'l ask him | | he
arrives, and I'll let you Know.
B: Sure.

2. A:Hi, it's Jamie. Is Danny there?
B: No, he isn't. He's in the garage.

| | he gets / will get back,
| tell /1l tell him to give you a call. OK,
Jamie?

A:OK, but | | he tries / will try to

call me and I'm not home, he calls /
should call me on my mobile phone,
because I'm going out later.

B: OK, then. ﬂ
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“IFCLAU - -TYPE 1

THE FIRST CONDITIONAL — RULES:

In these sentences, the situation may happen or not in the future, but the conditions are realistic, so we think 52
it might eccur,

FespeE ) L i Future

HEHIT I':'Ei'iiii,"tﬁé}*ﬁﬂ"géi:'uic S i
Or note: the *if clause” can be first or second.
Ex: They will get wet if it rains.
A - Now try to practice what you have just leamnt:

I Whe____(study) hard, he (pass) the exam.

2. 1f you (practice) everyday, you (play) violin very well.

3. 1f she (eat) too much fast foad, she (put on) weight.

4. He (buy) a farm in Alentejo if he (earn) lots of money.

5. They (get) drunk if he (drink) too much alcohol.

6. If one (eat) an apple a day, one (keep) the doctor away.

7. 1f John (not/follow) my advice, he (get) in trouble.

8. Wthe court ___ (find) them guilty, they (go) to jail.

9. Whe _______ (save) enough moncy, he (buy) a beach house.

10. 1 (go) to university if | (pass) this last exam.

Key: L Stuslionjwill pom, 2. Practioe | will play, 1 Lats | will put, 3. Will buy | carom, 5. Will get | drinks, 6. Fats [ will keep, 7. Doosn’t folkow [ will
|| pet. & Findu [ will go, 9. Saves [ will boy, w0, Will go | pas
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PTG date: _points: rriark:

Test If-Clauses Type 1

1) Complete the If-Clauses. Use the simple present and the will-future.

1. fyou fta dive) into this river, you fto hurt) yourself,
2. i the sun fto shine), the children {ro play} cutside.
3. Richard (to walk) Lo school H he fto miss) the bus.
4. Emuly {to buy) the cola i you {to pock) the picnic basket.
5. 1f1 {to be) in Venice, | {to not rent) a boal.

6. Michael's teacher [to phone) his parents If he fto

write) text messages durlng the lesson.
7. she {to not omswer) this question carrectly, she

{to not get) an extra polnt.
B. My sister ito be) angry H 1 {to turn) on the music too loud.
9. Your room {to net fook) much tdier If you fto not

keep) your hamster In the cage.
10. if we {to surf] the Internet, we {to find) a lot of

Information about Loch Mess.

2. Complete the sentences (If-clouses). Use will, won’t and can.
Be careful about the sequence of the If-clause and the main clause 11/

Exornpel: He - win the lottery - buy - lots of nice things
If ke wins the fottery, he con buy lots of nice bhings.

1) |- win the competition - buy - @ new cor

2} not e money - | - go out of the weekend

3) we - trovel bo Porli - see the Eiffel Tower

d) by womething nice after o while - you - 30ve money -

51 the sy - shing - we go o the rwimming pool omoimow
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Name: Date:

Comparative and Soperhitive Adjectives (Sports T hemed)

An adjective 15 2 word thal descnbesa noun or pronoun. Ad)echives can compare two or
more nouns or pronouns. Y ouadd erto anadjective o make the comparative form The
supetlative form of an adjective compares more than two things or people. You add esf o
an adjective to make the superiative form

Directions. Write each adjechive below. Wnte its comparative and superlative fonm
Comparative Superative
1. angry- angrier angriest

2. fast-

3. quick-

4, smart-

2. strong-

6. big-

7. small-

8. heavy-

9, light-

10, large
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Aame: Date:

Maiching Comparaiive and Superlative Adjectives Worksheet

Adjectives can compare two or more nouns or pronouns  Add &r bo an adjective to
make the comparative form The superlative form of an adjechve compares more than
two things or people Add esf o an adjective 1o make the superialive form

irecrions: Match the adjective in the left column 1o 1ts comparative form in the
middle column Then, match the comparative adjective in the middle column to its
superffative form in the nght colunmn,

. mg angrier saddest
2 small srrarter smarlest
3. tall funnier talledt
5. short skinnier hungriest
G. fast blgzer " happiest
7. quick smaller ™\ toughest
a. angry lighter fastest
9. happy tougher tuickest
10, hungry sadder bippest
11. smart taller funniest
12 funmy o | cker skinniest
13 sad shorter lightest
14. skinny faster angriest
15. light happier smallest
16 tough humgzrier shortest
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Name Period Homework Notebhook
Date Periods 1,2,3, & 4
Mr. Austria, room 202

Comparative and Superlative Adjectives Worksheet

Directions: Read each sentence. Then decide whether the comparative
form (-er) or the superlative form (-est) of the adjective in
parentheses fits in the blank space.

1. His shirt is a shade of blue than my shirt.
(dark)
2. That basketball player is the one on the team.
(tall)
3. Jill is the girl in the whole school.
(smart)
4. The cotton pants are much than the polyester pants.
(soft)
5. One of the chair’s legs is than the others.
(short)
6. That is the blue I have ever seen on a shirt.
(dark)
7. My older brother is the kid in the family.
(short)
8. These are the pajamas I have ever worn.
(soft)
9. Jack’s sister 1s than my sister.
(tall)
10. T am than all of my cousins put together.

(smart)
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Name: Date:

Comparative / Superlative Adjectives (Re-Writing Part1) ELA-Limevl 3 15

Adjectives can compare two or more nouns or pronouns. Add erto anadjective to
rrake the comparative form. The superlative form ofan adjective compares more than
twn things or people. Add esfto anadjective to nake the supetative form.

Direclions: Ee-Write each sentence below using the compamtive or supetlative
form of the adjechive 1n parenthesis.

Exavaple A: You are (all) than me.
Answer A Fou are taller than me.

1, The fish [ caught is (hig) than the one you caught,

4. That iz the (small) umbrella [ have sver seen

3. Bhe is the (pretty) gitl | have ever seen

4. My frend iz (fabulous) than yours.

5, That building is (large) than the one next to it

6. Who has the (easy) job in our family?

7. Do you think a screwdnver is (useful) than s hammes?
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Circling Comparative and Superlatire Adjectives Worlsheet

Adjectrves can compare two or more nouns or pronouns, Add er o an adjectve to maks the
comparahve form, The superlatve form of an adjectve compares more than two things or people.
Add et to an adjectve to make the superlatne fom.

Lirections: Ciele the comparative or superlative fomn of the adjsctive that best comple tes
each sentence.

Frample A. Foy gra ftaller /tallest) than me.
Answer: iallar

1.1 have a(bizger/ bizgest) car than you

2. That was the (stanger / shangest) thing that [ have ever sen!

3. If you look (closest f closer) you can see the ocean from here,

4. That was the (bumpest / bumnper) car dnve sver.

5. You show the (gentler f gentlest) touch when handling the baby,

fi. That mouse 15 the (hmer / trest) [ have ever seen

7. Wy poolis (shallowest | shallower) than yours

2. The map we yrinted out 1s (amplest / sunpler) than the one provided at the park.
9, Wy travel bag is (heavier [ heaviest) than yows.

10. That 15 the {sluniest / shiraer) car in the 1ot

11.1 hanve the (worse / worst) head cold nght now,

12.1 had the (best / better) baskefball game 've everyplayed

13, That test 15 (more important / most taportant) than plasang video games.
14, ¥ou are {most generous | more gensmus),

15 That s the (happaest | happeer) ehald I have ever seen.

Circling Comparat e and Supedative Adjeahes Worksheet
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Write

A '{3 Discuss. B & Read the email below. Why is Omar interested in doing an
internship with Qatar Museums?

« What fields of study often
A R

require students to gain
some work experience

(do an internship) before
graduating? | 10 gmdac@email.com | SEND

» How can doing an internship | pear Sir or Madam,
be good for a student?

FROM | oabadi@email.com e

| would like to apply for a summer internship with Qatar Museums.

« What kind of information | learnt of the internship programmes you provide through the Career
would you include in a Services Centre at Qatar University. The Qatar Museums Department
covering letter for an of Architectural Conservation advertises two positions that are of
internship? particular interest to me. These are the Conservator Intern position and

. Why is it important to refer the Architect Intern position.
to related goals, hopes and | am presently studying architecture at Qatar University and will

ambitions when writing complete my degree this spring. | feel that doing an internship with
a covering letter for an Qatar Museums will give me the opportunity not only to apply what
| have learnt but also to further explore my passion which lies in the

internship? conservation and restoration of old buildings and historic landmarks.
m After | complete my internship, | plan on doing a master’s degree abroad
in historic conservation. This will help me acquire the knowledge,
internship: a period of time skills and professional capabilities to pursue a career in this fascinating
when a student is working field. | will then return to Qatar with a view to working for a museum
to gain work experience, or, perhaps, even for the Ministry of Culture and Sports. Doing so will

enable me to play an active role in the preservation and conservation

especially in what they are + ,
of our cultural heritage, which | feel very strongly about.

studying.
| feel that my particular interest in this field and my ambition to pursue
a career in it make me an ideal candidate for these two positions. | hope
C @4 Read again and that you will consider my application and | look forward to hearing from
tick (v/) the statements you at your earliest convenience.
below that apply to the Yours faithfully,
covering letter. Omar Abadi
The writer:
1. uses an informal greeting and E q? e You have just been offered a place on a degree
ending. course at a university of your choice. You are now
2. uses appropriate set phrases to interested in applying for a scholarship. Write a
begin and end the email. covering letter in which you provide any information
3. states why he Is writing. that may be relevant to your application.
4. uses linking words to connect his Mention:
ideas. - why you are applying for the scholarship
5. uses exclamation marks to express « your chosen field of study
his emotions. « your future goals and ambitions and how they are
6. uses short forms and abbreviations. related to this particular field of study
« why you are an ideal candidate for the scholarship
D £ Read the email again and find Before you start, read the tip and refer to the plan
the more formal equivalents of the and layout on pages 118-119.

words/phrases below.
When writing a covering letter:

¢ use the appropriate layout, plan and set phrases.
¢ use formal language and avoid short forms and

1. now (para. 2)
2.to use (para. 2)

i:lrifEléj

3. in a foreign country (para. 3) abbreviations.

4.to get (para. 3) » only provide information that is relevant, for

5. to follow, to work towards (para. 3) example, to the position/internship/scholarship
6. very interesting (para. 3) that your are applying for.

7. make possible (para. 3) ¢ mention plans, goals and ambitions that show
3- perfect (para. 4) ' your long-term commitment to a particular

k. line of work or field of study.

81
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Plan

A covering letter

Use a formal greeting.
e Dear Sir/Madam,

e Dear Mr/Mrs/Miss/Ms + last name,
e Dear Sirs,

Use set phrases to state the position/
internship/scholarship you are interested in
applying for and say where/when you came
across the relevant information.

* [am interested in applying for..

e | am writing to apply for.. as advertised in/on...

e |am writing with regard to / in connection
with...

Describe the following if they are relevant

to the position/internship/scholarship you

are interested in. Include only important

information.

¢ State your qualifications and any
experience.

e State your present/previous position/work
experience.

e State why you are interested in the position/
internship/scholarship you are applying for
and why you are a suitable/ideal candidate.

e State any personal qualities (e.g.  am
well-organised) that make you a more
valuable candidate.

« State any future plans, goals and ambitions
that are in any way relevant to the position/
internship/scholarship you are applying for,
and that show that you are committed to
this line of work or field of study and that
you are goal-driven and action-oriented.

Use phrases like:
e | have been working for/at/in...

e | am currently/presently working/learning...
e At present lam..

e | have previous experience working for/at/in...
e |t is evident/clear from my marks that..

e My marks prove thalt..

e | am presently working towards...

* | hope to one day..

e | am fulfilling my lifelong dream of...

e The goal | have set for myself is...

e This year I definitely plan on...

¢ | am determined to...

e | am planning to/on...

e | would like to...

e | am thinking of..

e | believe | am suitable for this position/
internship/scholarship because...

Use set phrases like:
e | look forward to your response.

e | look forward to receiving your reply.

e [ hope my application will be taken into
consideration.

e | am available for an interview at your
convenience.

WSIGNINGOFF™

Use a formal signature ending and print your

full name underneath.

e Yours faithfully, (when you do not know the
name of the person you are writing to)

» Yours sincerely, (when you know the name of
the person you are writing to)
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A FORMAL LETTER

A formal letter is written to someone you
don't know personally and it is usually of a
business nature. Note the layout below:

THE IMPORTANCE OF
COMMUNICATION SKILLS

A recent government report
has shown that a large number

Position of the || YOUR ADDRESS: DATE: of young children in the UK are

person you are || on the right-hand below the address, suffering from communication

writing to and/ || side of the page leaving a blank line problems. Education professionals

or name of (without your name). | | in between. ﬁ”ggeft thgta |'3'1i m“fs emphe;;is

as to be placed on the

camany etart R e \ | devpment of communica

the date) “~__ 92 Park Lane \ skills in primary schools. In fact,

: Bidston, Lancs. communication is the key life skill

Add [ A4 7PL J that children need in order fo learn

ress of .- all other skills.

the person or L 18" April, 20....° T S g
compan ou 0 Eg'" WILN, EI'EPD SNOWE

are writing to, | Human Resources Henager that about 50,000 children

— Tropical Swimming Poo starting school in the UK have

=72 Albany Road significant speech difficulties

Manchester, M11 4LR and approximately 6,000

have serious communication

GREETING: Dear Sir or Madam,/ Dear Mr Jones, difficulties. In addition, in some

on the left- / regions of England it was

hand side N found that up to 50% of school

of the page children have communication

(leave a blank problems. Althoughiitis not clear

line before \ what causes these problems,

and after the researchers believe that lifestyle

greeting). plays an important role and

r factors such as, exposure to

* video games and television at an

zhﬁtﬁ::"lgf?"—ﬁ early age, are partly responsible.

hand side |- Yours faithfully, / Yours sincerely, Consequently, government

of the page, L:-j e resea;cheE rﬁ]curnmetrl'ld that

by e parents should spend more

L‘ﬂlﬁﬁ‘;“ . Jilt Thomas (M5) | time with their children in order

— to improve their communication

= skills. For example, families

Your signature | | PARAGRAPHING: should eat meals together or

and your You can indent or write in blocked paragraphs do fun activities that require

full name leaving a blank line in between the paragraphs. conversation. Furthermore,

clearly written Note that when using blocked paragraphs, teachers and other education

underneath. everything begins on the left-hand side of the professionals should be better

page, except your address and the date.

In a formal letter/email, when you don’t know the name

of the person you are writing to, begin with Dear Sir/Madam
and sign off with Yours faithfully. If you know the name

(e.g. Dear Mr Smith) sign off with Yours sincerely.

When you are writing to a woman and are unsure of her
marital status, begin with Dear Ms + surname.

trained to help children with their
communication needs.

Insummary, parents and teachers
should focus on helping children
improve their communication
skills. Young children need to
spend more time interacting
verbally with their family and
teachers so that they will learn
how to communicate effectively.

119 |
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