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Skill Area 1 – Reading/understanding writing techniques
1.1.1 Reading for information and understanding

Candidates should be able to skim materials to gain a general idea of content and scan text to identify the required information from straightforward extended documents (e.g. reports, text books, articles).
This category can include items which assess candidates’ ability to:

· use organisational features (and systems) to locate information;
· use different reading strategies to find and obtain information e.g. skimming, scanning.
Skim or scan materials

What does it mean to skim or scan materials? When would you use it and how do you do it?  

What does skim reading mean?

Basically, this is a way to quickly move through text to find what you are looking for.  You don’t read every word or sentence, but look for certain information to get an overall impression of what an article or book is about.

The first thing you have to do is to prepare yourself for the work:

· Select the document or book to be read.
· Have an idea of what information you are looking for.
· Look at the index or table of contents.
· Use a ruler or straight edge to guide you down the page.
· Have a highlighter pen (or pen/pencil if you don’t have a highlighter) with you.
· Have a notepad or paper to make notes if necessary. For instance, if you’re skim-reading a book, don’t highlight information or you will ruin the book!

What does scan reading mean?

This is where you have decided that you have the right article or document and you now want to concentrate on the information:

· Look for key words in text.
· Quickly read through text and images.

· Concentrate on main ideas.
· Try not to read every word.
· Set a time limit – this will help to improve your reading speed.
When would you skim or scan documents?

You would use these methods if you were:

· answering questions about facts or details;
· trying to find out what an article, document or book is about;
· looking for something specific, i.e. a word in a dictionary or a time on a train timetable.
How do you skim or scan read?

It is a fact that people can read quicker if they use a ruler or straight edge to guide them through a long document.  If you are skimming a document or book, you might not be able to highlight appropriate sections, but you can make notes afterwards.  

How to skim or scan read:

· Know what you are looking for.
· Hold your document or book about 50 cm or 20 inches away from your face.
· Use your index finger to run down the centre of the page, or use a ruler or straight edge, moving this quickly down the page.

· Keep your eyes looking just above your fingertip or ruler.
Another way to skim or scan read is to:

· Know what you are looking for.
· Read the first sentence of each paragraph, as often you will get an idea of what the paragraph is about.
· Look at headings and sub-headings – turn these into questions that you may need to answer.
Task 1

Skim-read the following article.  Try to do this as quickly as possible.  When you have done this, answer the questions below.  Use your finger to skim or scan the information if on screen, or a ruler or straight edge if you have printed the article.  

Practice questions 1

1)
What do poachers sell panda skins for?

2)
Where can bears be found today?

3)
Why are bears hunted?

Animals on the Edge – the bear

From Winnie the Pooh to Paddington, bears have always had a special place in the imagination. Bears can be found in Europe, Asia, North and South America and the Arctic but for how much longer? Seven out of the nine bear species are vulnerable or endangered.

Habitat destruction:  Many bears suffer from the effects of the logging industry and the spread of the human population. Bear habitat is either destroyed or pockets of forest are left so that populations become isolated from each other. 

Hunting:  Bears are hunted for ‘sport’ and by farmers trying to protect their businesses. Poachers also hunt them for their fur.  Bear hunting is permitted in some European and North American regions for particular species. Quotas may be given that can stipulate that all parts are used (although not listed as endangered by the IUCN, brown bears are recognised as a threatened species in 48 US states).

Giant pandas:  Giant pandas are sometimes killed by poachers who sell the skins as highly prized sleeping mats. Spectacled bears are targeted for their fat and claws which are used in traditional medicine in South America.  Although American black bears are not endangered they are still at risk from being hunted as trophies. 

All bear species are persecuted because they can destroy crops, kill livestock or be aggressive towards people in their habitat.

[Extract taken from: BBC Science and Nature]
SQ3R – Survey - Question – Read – Recite – Review

This is one of the best-known reading methods and is used when preparing for a test.  It helps to focus the mind to become more effective in remembering and understanding what has been read.  However, students could try it out when preparing for their Key Skills test or when working on their portfolio. They won’t have the luxury to spend a large amount of time on this during the test, but using four different methods to help them to remember information can never be a bad thing.

Survey
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St Augustine, Florida

The Sparish explorer and treasure hunter Don Juan Ponce de
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Question
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Cesspit swallows garage and patio

A man had a narrow escape after his patio and garage were swallowed by a
huge hole in his garden.

Cancrete slabs and brick walls were left hanging in
the air after the hols, thought to be an old_cesspit,
appeared bshind Forest Gardens, Waltham Chase in
Hampsire.

House owner Roy Buckner, who woke {0 the scene of
destruction on Saturday morming, said he had no idea
the hole was there.
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"l was absolutely flabbergasted to see the end of the
garage was_disappeating into the hols, | honestly didnt know how far it was
going to come back” he said

| thought itright engulf e extension, because the patio completely went with it
aswell. | just couldnt believe i
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Read


Recite


Review

Survey

Before reading the document, book or article, the student should:

· Look at the title, headings and any sub-headings.
· Look at any pictures, charts, graphs or maps, and the headings beneath these.
· Think about what they have been asked to find/write about.
· Review this once the information has been looked at.
· Read the introductory and concluding paragraphs.
· If there is a summary, read this as well.
Question
While surveying the information, students should also:

· Turn the title, headings and any sub-headings into questions.
· If there are questions at the end of the article, chapter or after sub-headings, read these.
· If they have been set a task, they should ask themselves what was said about the subject when it was assigned.
· If they already know something about the subject, they should ask themselves what this is.
It might be helpful to write out questions the student wants to consider (this is called SQW3R!)

Read
When beginning to read, students should:

· Read a section at a time.
· Recite (talk – in your head or out loud) after each section.
· Look for answers to any questions they first thought of.
· Answer these questions when they start or finish a section or chapter.
· Re-read captions under images, pictures, graphs, etc.
· Take note of all the highlighted words or phrases (underline, emboldened, etc).
· Examine any graphs that might aid understanding.
· Slow down reading for more difficult sections.
· Stop and re-read anything which wasn’t clear.
Recite
After a section has been read, students should:

· Use a method of recitation, which suits them best.

· The more methods of recitation they use, the more likely they are to remember what they’ve read, i.e. seeing, hearing, saying and/or writing.
· Verbally, they should ask themselves what they have just read.
· Summarise what has been read in using own words.
· Take notes but write the information in own words.
· Underline/highlight important points that have just been read.
Review

Review an on-going process.  For the Key Skills test, the work will only consist of one or several pages, not an entire book or chapter.  However, if students are reading a longer document they may need to review the information over several days.  This may be appropriate when revising for an exam or test.

· When they have read and recited the information, they should write questions for highlighted and underlined points in the margin. 

· They should go through notes again to help remember the important points.
· They could make ‘flash cards’ for questions which they find most difficult.
· They could develop mnemonic devices for information to be memorised.
· They could make a ‘Table of Contents’ – listing all topics and sub-topics.
· They could recite information orally and in their own words.
· They could consolidate and review the information nearer the test time.
Task 2

Read the article on the following page.  Remember to:

1. Survey the material – look at the pictures, the heading and words in bold.
2. Read the first paragraph and the last paragraph.
3. Question yourself about the material.
4. Say the answers out loud (or in your head if there are other people about!).
5. Read the material again, reciting what the contents are after each paragraph.
6. Read the captions under any pictures.
7. Read complicated paragraphs again.
8. Say some of the words out loud, in particular the names of people.
9. Write notes and put things in your own words.
10. See the words, say the words, hear the words, write the words.
11. Check your notes again.
12. Make notes of the points you think are important.
13. Look at the pictures.
14. Try to memorise names.

Extract taken from: http://www.stjohns.k12.fl.us/history/history.html
Practice questions 2

Now, using your notes, answer the following questions:

1)
Where is St Augustine?

2)
Why was it named St Augustine?

3)
What year was St Augustine first inhabited by Europeans?

4)
What does ‘Florida’ mean?

5)
Name the Spanish explorer who discovered St Augustine.

Organisational features and systems to locate information

Often, work is laid out in a way that makes it easier to locate relevant information.  For instance, this module has many headings and sub-headings to guide the reader to the most relevant parts required at a given time.  Below you will see a variety of types of heading which can be used.

Headings and captions to aid understanding

MAIN HEADING

A main heading is made to stand out more than other text, either by using bold, underline, capital letters or a larger size font.  Its purpose is to introduce the subject that follows.
Sub-heading

Most information that is laid out in the style of a report or a newsletter has a main heading, followed by sub-headings to introduce the different topics/elements of the information.  It helps the reader and allows them to quickly find information relevant to them.

Sub-headings come in different styles:

Paragraph Heading:  This is a paragraph heading and is part of the paragraph it belongs to.  There should be a colon or space after the paragraph heading and it should be made to stand out in some way – perhaps by use of bold, underline or capital letters.

Side Heading
This is an example of a side heading.  It sits to the left of the associated paragraph.

Shoulder Heading

This sits on the shoulder of the paragraph it relates to.  That’s why it’s called a ‘shoulder’ heading.  It may have a blank line space between it and the paragraph below.

Tables or charts
You will also find that tables or charts may be used to help display numerical information.

Tables

· Tables can be used for tabular work including numbers.
· They can be used for lists so that the information is clear.
· They can be used to create a database for mail merging with another document.
· They can be used to sort information into order and even calculate totals.
Example
	Name
	Date of Birth
	Telephone No
	Wages

	John Doe
	06.12.67
	0778899889
	   ₤520.00

	Suzanne Smith
	15.04.59
	0778945612
	   £360.33

	James Jones
	18.05.63
	0894563217
	   £420.00

	Jenny Stent
	15.08.59
	0888899455
	   £489.00

	Total:
	
	
	£1,789.33


Charts
A chart is a visual display of information and is often used to make comparisons.  

Example
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Students may be asked to read a chart in the test.  Therefore, they should have practice at getting information from this type of data.
Example question:  
Identify the employee who has received the most wages this week, or identify the employee who has received the least wages this week. 
Captions

The words below pictures can help you to understand what the article or paragraph is all about.  Often a lot of thought has gone into what appears in very few words.

1) Pictures are a snapshot in time – captions emphasise a special or interesting part of the picture that the attention of the reader is being drawn to.

2) Captions explain what can’t be clearly seen (see example in next task).
3) Captions assist the writer to get their point across.
Task 3

Read the article below and answer the following questions.  

1) Look at the heading and the caption under the picture.
2) Now read the first paragraph.
3) Scan-read the rest of the article.
4) Now read the whole thing again before answering the questions.

Extract taken from: http://news.bbc.co.uk/1/hi/england/hampshire/dorset/3472259.stm
Practice questions 3

1)
What swallowed a garage and a patio?

2)
How deep was the pit?
3)
What was it filled with?

4)
What was the name of the house owner?

Answers to practice questions 1

1)
Q: What do poachers sell panda skins for?


A: Sleeping mats

2)
Q: Where can bears be found today?


A: Europe, Asia, North and South America

3)
Q: Why are bears hunted?

A: For ‘sport’, and also by farmers trying to protect their businesses. Poachers hunt them for their fur.
Answers to practice questions 2

1)
Q: Where is St Augustine?


A: Florida, USA

2)
Q: Why was it named St Augustine?


A: The explorers arrived on the Feast Day of St. Augustine
3)
Q: What year was St Augustine first inhabited by Europeans?


A: 27th March 1513

4)
Q: What does ‘Florida’ mean?


A: Land of Flowers

5)
Q: Name the Spanish explorer who discovered St Augustine


A: Don Juan Ponce de Leon
Answers to practice questions 3

1)
Q: What swallowed a garage and a patio?


A: A cesspit

2)
Q: How deep was the pit?


A: 4 feet deep

3)
Q: What was it filled with?


A: Stinking water

4)
Q: What was the name of the house owner?


A: Roy Buckner

Websites to help with reading and understanding

BBC Skillswise: Words – Reading
http://www.bbc.co.uk/skillswise/words/reading/
BBC Skillswise: Words - Spelling
http://www.bbc.co.uk/skillswise/words/spelling/
BBC Skillswise: Words - Grammar
http://www.bbc.co.uk/skillswise/words/grammar/
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