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

Candidates should be able to identify main lines of reasoning (e.g. by signal words such as ‘therefore’, ‘so’, ‘whereas’) and main points from text and images (e.g. pictures, charts, diagrams).
This category can include items that assess candidates’ ability to:

· trace and understand the main events of continuous descriptive, explanatory and persuasive texts;
· identify the main points and specific detail;
· read an argument and identify the points of view.
What are ‘signal’ words?

‘Signal’ words give you a clue about what is going to happen in something you’re reading.  Once the candidate understands these ‘signals’, they are then on their way to comprehending what they are for.

When students are reading information, signal words will help them identify when main points are going to occur. This in turn, guides them to these points so that they can make note or highlight the sections for Element C2.2.

Listed below are some groups of signals and, below them, examples of when they could be used.
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Cause-effect, comparison/contrast, time/sequence

Example

1)
We are waiting to hear from our suppliers. Therefore, we can’t answer your questions until then.

In this instance, ‘therefore’ means that, because of the first part of the sentence, it caused the action in the second part (cause and effect).

2)
Chocolate is bad for you, but it’s very tasty.
Here the ‘but’ is giving a comparison between the chocolate being bad for you and also being tasty (comparison or contrast).

3)
She had been very ill for a long time. Then, to cap it all, her father died.

‘Then’ has been added to show that a timescale has occurred, i.e. after she had been ill something else happened (time or sequence).

Let’s look at the signal words in a different way, by splitting them into smaller groups.  Examples will also follow these.  After the examples, there are exercises for students to scan read and:

a) identify the signal words;
b) answer questions on the piece of work itself.
Signal words to support the main idea

Signal words help you to pick out main ideas.  By scanning material and finding these, it will help you to pick out the main points of the text.

Here you can see some signals and what they mean.  Again, an example of what these look like will follow:
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Example

Signal words are highlighted in bold and italic
	Stone Town
It may not have a particularly romantic name, but Stone Town is the old city and cultural heart of Zanzibar, little changed in the last 200 years. It is a place of winding alleys, bustling bazaars, mosques and grand Arab houses whose original owners vied with each other over the extravagance of their dwellings. This one-upmanship is particularly reflected in the brass-studded, carved, wooden doors – there are more than 500 different examples of this handiwork. You can spend many idle hours and days just wandering through the fascinating labyrinth of narrow streets and alleyways.

There are three main things you must remember when you come to Stone Town. Firstly, ensure that you dress modestly when off the beach. Women should not expose too much leg and chest, and topless sunbathing is also strongly discouraged. Secondly, if you have children and are bringing them to Zanzibar, please make sure that they don’t display their expensive toys in front of Zanzibari contemporaries. This may instil a false sense of values in the local children, whose parents are unlikely to be able to afford such luxuries. Thirdly, Zanzibar is an amazingly photogenic place, but if you want to take photographs of people, please ask their permission first, out of courtesy.



Signal words to support an idea

Other signal words support ideas and, again, can give an idea of what to look for when skimming or scanning text.
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Example
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Signal words are highlighted in bold and italic.

Conclusion or summary - signal words
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Signal words to support an idea
Signal What it means:

On the other hand
On the contrary
In contrast

Shows a contrasting idea
Shows a contrasting idea
Shows a contrasting idea

For example Gives an example

As an exarmple Gives an example
For instance Gives an example
Similarly Continues an idea
Also Continues an idea
Futther Continues an idea
Futthermare Continues an idea
Likewise Continues an idea
In addtion to Continues an idea
Futthermore Continues an idea
In orderto Gives a reason

Because Gives a reason

S0 Gives a result
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This group of signal words helps the reader to understand where the summary or review of a piece of written work appears.  Sometimes, this summary or review is a précis of what has gone before.  It can help the reader grasp the real meaning of the whole piece.

Example

Signal words are highlighted in bold and italic.
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Other important signal words:

[image: image2.png]Other important signal words:
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Practice questions using ‘signal’ words
Practice questions 1

Read the following article and identify the signal words.  Once you have done this, answer the questions below the article itself.

	The real story of the ancient Olympic Games

Were the ancient games better than ours? More fair and square? More about sports and less about money? Are modern games more sexist? More political? Have we strayed from the ancient Olympic ideal? 

During the Olympic season, you may hear from announcers, critics, commentators and even athletes that the Olympic games are too commercial, too political, too "professional."   Or that the judging is too nationalistic. It's easy to assume that the ancient Olympic Games were different, that ancient Greek athletes were pure in mind and body, that they trained and competed for no other reason than the love of physical exercise, fair competition and to honor their gods. 

But is this really true? Well, No.  

In fact, politics, nationalism, commercialism and athletics were intimately related in the ancient Olympic Games.  We may not realize it, but in today's games we recreate --with surprising accuracy - - the climate and circumstances surrounding the ancient Olympic Games. 

Ancient Olympic Events

The ancient Olympics were rather different from the modern Games. There were fewer events, and only free men who spoke Greek could compete, instead of athletes from any country. Also, the games were always held at Olympia instead of moving around to different sites every time. 

Like our Olympics, though, winning athletes were heroes who put their hometowns on the map. One young Athenian nobleman defended his political reputation by mentioning how he entered seven chariots in the Olympic chariot-race. This high number of entries made both the aristocrat and Athens look very wealthy and powerful. 



Taken from:

http://www.museum.upenn.edu/new/research/Exp_Rese_Disc/Mediterranean/Olympics/olympicintro.shtml
1)
Are today’s Olympic Games similar to those of the ancient world?

2)
Where were the Games held in ancient times?

3)
Who could complete in the Games in the ancient Olympics?

Practice questions 2

Read the following article and identify the signal words.  Once you have done this, answer the questions below the article itself. 
	Global Warming
[image: image12.jpg]


Over the last 140 years global temperatures have risen by 0.6°C.   It is estimated that by 2070, if temperatures continue to increase, there could be major problems in the world.  For instance, if icecaps melt, flooding could occur which in turn will raise sea levels (see picture of a Hampshire river breaking its banks during the floods in 2001).  Other fears are that deserts could spread across Europe as land dries up.

Weather records began in 1659 and it has been found that October 2001 was the warmest October since records began. However, as records before the 1960s are irregular, there are scientists who dispute the implications of current measurements.

Some scientists believe that changes in global climate are affecting animal behaviour.  For instance, in the UK, birds are laying eggs early and inhabiting more northerly areas.  However, animal experts say that many things such as competition between species affect animal behaviour and climate change may not be the reason. 




1)
When did weather records begin?

2)
What was found to be the warmest October since records began?

3)
Over the last 140 years, global temperatures have risen by what percent?

4)
What would be the result of icecaps melting? 

5) In which period were weather records irregular?

Practice questions 3

Read the following article and identify the signal words.  Once you have done this, answer the questions below the article itself. 
	Student budgeting 

It is important to budget when you are at university, or you will find that you have run out of money by the second term.  Firstly, work out how much money you have to spend over the whole year.  Then work out how much money you have to spend on rent and other regular bills, such as rent, electricity, gas, water, clothing, insurance, telephone, TV, travel, leisure, mobile phone, books/equipment and the Internet.  It is also a good idea to keep some money spare in case of an emergency.  

Add all of these up and subtract the figure from your total amount of money.  This will give you the amount of money you have left over to spend.  Divide this up into how much you can spend weekly or monthly, and make sure you do not go over this limit.   In conclusion, if you follow this advice, you will stay out of debt but still be able to enjoy yourself.


1)
What is the first thing you should do to help you to budget when you are university?

2)
What is the next thing you should do to help you budget?

3)
Give three examples of items that are classed as ‘regular bills’.

Practice questions 4

As ‘signal words’ give hints about what is about to happen when you are reading, understanding them will help with comprehension.  The follow exercise (reading and making up examples) is a good way to understand them.

Understanding ‘but’ and ‘because’
Complete the sentences:

1)
She was late for class, but explained ……………………………………………………..

………………………………………………………………………………………………….

2)
He hadn’t got a clue about the bird’s diet, but he knew …………………………………

………………………………………………………………………………………………….

3)
The train was late, because ………………………………………………………………...

………………………………………………………………………………………………….

4)
The water in the fishpond had turned a murky green because …………………………

………………………………………………………………………………………………….

5)
Yesterday I felt really unhappy, but today …………………………………………………

………………………………………………………………………………………………….

6)
Georgia remembered to feed the cat because ……………………………………………

………………………………………………………………………………………………….

7)
Patrick didn’t go to the shops because …………………………………………………….

………………………………………………………………………………………………….

8)
Alan ate two cakes because …………………………………………………………….…

………………………………………………………………………………………………….

9)
Lee jumped as high as he could, but ………………………………………………………
………………………………………………………………………………………………….

10)
Kelly chose the blue card because ……………………………………………………….

………………………………………………………………………………………………….
Examples of possible signal words or phrases – in alphabetical order

	A major development ...

	After 

	Afterwards

	Also ...

	Although 

	And most importantly ...

	As a result ...

	As an example ...

	At last

	Because ...

	Before 

	But

	Despite

	Either... or ...

	Even if

	Eventually

	Ever since

	Finally ...

	First ...

	For example ...

	For instance ...

	For this reason

	Formerly 

	From this we see ...

	Further ...

	Furthermore ...

	Hence

	However

	If ... then

	In addition

	In addition to ...

	In comparison

	In conclusion ...

	In contrast ...

	In order to ...

	In quick succession

	In summary ...

	Initially

	It follows

	Later

	Like …

	Likewise ...

	Meanwhile

	Nevertheless

	Next

	Not long after

	Notwithstanding

	Now 

	Now, this is important....

	On (Tuesday...)

	On the contrary 

	On the other hand

	Previously

	Regardless 

	Remember that....

	Second ...

	Secondly

	Shortly

	Similarly ...

	Since

	So ...

	Still, ...

	The basic concept here is...

	The crucial point is...

	The important idea is that....

	Then

	There are three reasons why...

	Therefore ...

	Third...

	This is critical...

	This is essential...

	This is significant...

	This is vital...

	Thus

	To begin with

	Ultimately

	Unless

	While

	Yet


Main points from text and images (e.g. pictures, charts, diagrams)

There are different ways to identify the main points in a document, whether this is in text or an image.  Text can be highlighted in a variety of ways and images can come in the form of pictures, charts or diagrams. 

The example below shows a publicity flyer that has pictures of the activities it is publicising.  Pictures attract the viewer and show immediately what’s on offer.  The text is also formatted in a variety of sizes and types.  The main words are made to stand out.
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Use of text to highlight main points

There are different ways to highlight text.  The following are a few examples:

1. Emboldening
2. Underlining
3. Italics
4. CAPITAL LETTERS

5. Bulleted points

· Like this for example

6. Numbered points

7. Different font types

8. Column work (see below)
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9. Tables (see right)

10. Colour Colour Colour
11.  Captions beneath pictures
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12. [image: image15.jpg]


 

13. Different heading types (see list in Communication Toolkit, Skill Area 1.1.1: Organisational features and systems to locate information, Headings and captions to aid understanding – Page 8)

You can have a mixture of the above, i.e. text and tables, as on the Statement of Account example on the next page. Note also that there is an image to help the reader recognise the company it is coming from:
	Greenfields Electrical Services

4 Greenfields Lane

Bishops Waltham

Southampton

Hampshire

Hampshire

S034 5NP
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STATEMENT OF ACCOUNT

15th February, 2004   

To:

Mr and Mrs V Elson

Green Lane Colleges

Shirrell Heath

SOUTHAMPTON

SO33 3PP

Please find detailed below, Statement of Account for the months of January / February 2004. Payment must be received by 1 March 2004 or you may incur a late penalty charge.

Date

Invoice Number

Amount

Running Total

10/1/04

GFDD1225

£209.00

£209.00

28/1/04

GFDD1278

£35.00

£244.00

9/2/04

GFDD1315

£120.00

£364.00

Tel: 01489 888888

Fax: 01489 888888

Email: Greenfields@grw.com
Website: www.grw.com




Image

'One picture is worth ten thousand words'. This is a quote from Frederick R. Barnard in Printer's Ink, 8 Dec 1921, re-telling a Chinese proverb. 

Practice questions 5

Take a look at the picture and explain in one sentence what it’s about:
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World Trade Centre Twin Towers
Think about the following before you write that one sentence: 

· Do you remember what you were doing when the World Trade Centre Twin Towers in America were destroyed?  

· Do you know how it happened?

· Do you know what was used to hit the Towers?

· Do you know who was responsible?

· Do you know what happened next?

Consider:

· Was one sentence enough? 

· Could you have written more? 

· Did the picture tell you more than your one sentence?

Charts and graphs

Charts and graphs are used to help put statistical information into a readable form.  For instance, the data below shows which film types got the biggest audiences. 
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Taken from: 

http://news.bbc.co.uk/1/hi/entertainment/film/2966370.stm
If this were put into a graph or chart, it would be easier to recognise the most popular and least popular (see below).
Which do you think is the most helpful for someone who wants to find out the most popular films voted by the website’s users? A chart or a graph?
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Practice questions 6

Using both the table and the chart above, answer the following questions.  Also, make note of which (table or chart) was most helpful in making your choice of answer.
1)
Which is the most popular type of film according to the website?

2)
Which is the least popular type of film according to the website?

3)
Which two film types are about the same in popularity?  Also state approximately what percentage each received.

4)
What percentage did the most popular type of film receive?

5)
What percentage did the least popular type of film receive?

Practice questions 7

[image: image18.wmf]
Name three ways in which the main points of the advertisement have been formatted to stand out.

Practice questions 8

1)
Copy and paste the following article into Word.  

2)
Add formatting to make the headings stand out.

3)
Add one of the supplied images to enhance the article.

Bursledon Steam-Driven Brickworks

Come along to see the last surviving example of Victorian steam-driven brickworks in the country. Bursledon Brickworks was founded in 1897 and offers a fascinating insight into our industrial past. Special activities feature 'live' steam, hands-on activities for children, a chance to 'throw your own brick' as well as traditional materials and crafts. Discover a wealth of local history and technology.

Car parking and refreshments available. 

Activity Open Days - 3rd Sunday in the month - March to October inclusive (excluding August):

Open days are from 10.00 am to 4.00 pm and will have different events, live steam and craft activities taking place.

The Bursledon Brickworks Conservation Centre contains exhibitions and displays covering the history of Bursledon Brickworks, traditional building materials and conservation practice.
Exhibitions only - Every Thursday 1.00 pm to 4.00 pm:

Private group visits and individuals at other times by arrangement. Traditional building products are available Monday to Friday 8.00 am to 4.00 pm. Bursledon Brickworks needs your support to save our past for the future - Volunteers and enthusiasts help to ensure its survival.

Bursledon Brickworks Trust is located at Swanwick Lane, Swanwick, Southampton SO31 7GW

Tel/Fax: 01489 576248   Registered Charity No: 1063423   Further Information
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Practice questions 9

Explain what formatting has been used on the following letter to enhance its appearance.  Name at least three types of formatting.
 


Answers to practice questions on using ‘signal’ words

Answers to practice questions 1

	The real story of the ancient Olympic Games

Were the ancient games better than ours? More fair and square? More about sports and less about money? Are modern games more sexist? More political? Have we strayed from the ancient Olympic ideal? 

During the Olympic season, you may hear from announcers, critics, commentators and even athletes that the Olympic games are too commercial, too political, too "professional."   Or that the judging is too nationalistic. It's easy to assume that the ancient Olympic Games were different, that ancient Greek athletes were pure in mind and body, that they trained and competed for no other reason than the love of physical exercise, fair competition and to honor their gods. 

But is this really true? Well, No.  

In fact, politics, nationalism, commercialism and athletics were intimately related in the ancient Olympic Games.  We may not realize it, but in today's games we recreate --with surprising accuracy - - the climate and circumstances surrounding the ancient Olympic Games. 

Ancient Olympic Events

The ancient Olympics were rather different from the modern Games. There were fewer events, and only free men who spoke Greek could compete, instead of athletes from any country. Also, the games were always held at Olympia instead of moving around to different sites every time. 

Like our Olympics, though, winning athletes were heroes who put their hometowns on the map. One young Athenian nobleman defended his political reputation by mentioning how he entered seven chariots in the Olympic chariot-race. This high number of entries made both the aristocrat and Athens look very wealthy and powerful. 


1)
Are today’s Olympic Games similar to those of the ancient world?

Yes – today’s games create the climate and circumstances surrounding the ancient Olympic Games.

2)
Where were the Games held in ancient times?


Olympia – all games were held in the same place.

3)
Who could complete in the Games in the ancient Olympics?


Only free men who spoke Greek could compete.
Answers to practice questions 2

	Global Warming
Over the last 140 years global temperatures have risen by 0.6°C.   It is estimated that by 2070, if temperatures continue to increase, there could be major problems in the world.  For instance, if icecaps melt, flooding could occur which in turn will raise sea levels (see picture of a Hampshire river breaking its banks during the floods in 2001).  Other fears are that deserts could spread across Europe as land dries up.

Weather records began in 1659 and it has been found that October 2001 was the warmest October since records began. However, as records before the 1960s are irregular, there are scientists who dispute the implications of current measurements.

Some scientists believe that changes in global climate are affecting animal behaviour.  For instance, in the UK, birds are laying eggs early and inhabiting more northerly areas.  However, animal experts say that many things such as competition between species affect animal behaviour and climate change may not be the reason. 




1)
When did weather records begin?


1659

2)
What was found to be the warmest October since records began?


October 2001

3)
Over the last 140 years global temperatures have risen by what percent?

0.6°C.

4)
What would be the result of icecaps melting? 

Flooding could occur and this in turn could raise sea levels.
5)
In which period were weather records irregular?

The 1960’s.
Answers to practice questions 3

	Student budgeting 

It is important to budget when you are at university, or you will find that you have run out of money by the second term.  Firstly, work out how much money you have to spend over the whole year.  Then work out how much money you have to spend on rent and other regular bills, such as rent, electricity, gas, water, clothing, insurance, telephone, TV, travel, leisure, mobile phone, books/equipment and the Internet.  It is also a good idea to keep some money spare in case of an emergency.  

Add all of these up and subtract the figure from your total amount of money.  This will give you the amount of money you have left over to spend.  Divide this up into how much you can spend weekly or monthly, and make sure you do not go over this limit.   In conclusion, if you follow this advice, you will stay out of debt but still be able to enjoy yourself.


1)
What is the first thing you should do to help you to budget when you are university?


Work out how much money you have to spend over the whole year.
2)
What is the next thing you should do to help you budget?

Work out how much money you have to spend on rent and other regular bills.
3)
Give three examples of items that are classed as ‘regular bills’.

Three examples from the following list: rent, electricity, gas, water, clothing, insurance, telephone, TV, travel, leisure, mobile phone, books/equipment and the Internet.

Suggestions for practice questions 4

1)
She was late for class, but explained …


She was late for class, but explained that the bus was involved in a minor accident.
2)
He hadn’t got a clue about the bird’s diet, but he knew …

He hadn’t got a clue about the bird’s diet, but he knew someone who could help him.

3)
The train was late, because … 
The train was late, because the leaves on the line had caused a hazard.

4)
The water in the fishpond had turned a murky green because …

The water in the fishpond had turned a murky green because the pump wasn’t working.

5)
Yesterday I felt really unhappy, but today …

Yesterday I felt really unhappy, but today I feel on top of the world.
6)
Georgia remembered to feed the cat because …

Georgia remembered to feed the cat because it wouldn’t stop meowing.
7)
Patrick didn’t go to the shops because …

Patrick didn’t go to the shops because he hadn’t been paid.

8)
Alan ate two cakes because …

Alan ate two cakes because one was never enough.
9)
Lee jumped as high as he could, but …


Lee jumped as high as he could, but still couldn’t reach the top.
10)
Kelly chose the blue card because …


Kelly chose the blue card because it was her favourite colour.
Answers to practice questions 6

Using both the table and the chart above, answer the following questions.  Also, make note of which (table or chart) was most helpful in making your choice of answer.

1)
Which is the most popular type of film according to the website?


Comedy

2)
Which is the least popular type of film according to the website?


Adventure

3)
Which two film types are about the same in popularity?  Also state approximately what percentage each received.

You could have picked either …

3.5% (.Horror) and 3.2% (Crime) or

2.8% (Thriller) and 2.3% (Adventure)

4)
What percentage did the most popular type of film receive?


26.5%

5)
What percentage did the least popular type of film receive?


2.3%
Answers to practice questions 7

Name three ways in which the main points of the advertisement have been formatted to stand out.

1) Capitals letters for the heading.
2) Bold on the FREE section.
3) Picture of free scarf.
Answers or suggestions to practice questions 8

1)
Copy and paste the following article into Word.  

2)
Add formatting to make headings stand out.


Bold and increased size for main heading.

Underlining for sub-headings.
3)
Add one of the supplied images to enhance the article.

The image of a steam train (as it is a steam-driven brick works) is the most suitable.

This is an example of how your article could look.
	Bursledon Steam-Driven Brickworks

Come along to see the last surviving example of Victorian steam-driven brickworks in the country. Bursledon Brickworks was founded in 1897 and offers a fascinating insight into our industrial past. Special activities feature 'live' steam, hands-on activities for children, a chance to 'throw your own brick' as well as traditional materials and crafts. Discover a wealth of local history and technology.

Car parking and refreshments available. 

Activity Open Days - 3rd Sunday in the month - March to October inclusive (excluding August):

Open days are from 10.00 am to 4.00 pm and will have different events, live steam and craft activities taking place.

The Bursledon Brickworks Conservation Centre contains exhibitions and displays covering the history of Bursledon Brickworks, traditional building materials and conservation practice. 

Exhibitions only - Every Thursday 1.00 pm to 4.00 pm:
Private group visits and individuals at other times by arrangement. Traditional building products are available Monday to Friday 8.00 am to 4.00 pm.  Bursledon Brickworks needs your support to save our past for the future - Volunteers and enthusiasts help to ensure its survival.

Bursledon Brickworks Trust is located at Swanwick Lane, Swanwick, Southampton SO31 7GW

Tel/Fax: 01489 576248   Registered Charity No: 1063423 


Answers to practice questions 9

Explain what formatting has been used on the following letter to enhance its appearance.  Name at least three types of formatting.
There is a different font style for the name of the company.

The address is contained in shadowed text boxes.

There is a coloured banner at the top of the headed notepaper.

The references have been emboldened.

Shadowed text boxes





The Labyrinth, Chester Street, HOLCOMBE, Somerset











 




















Date as postmark








To the Occupier





Dear Sir or Madam





RE:  NEW BRICK PAVING





I am pleased to offer you the opportunity to be the proud owner of our new brick paving in your driveway.





There are many home owners from your area who have opted for this type of paving.  Enclosed is a leaflet (with recommendations) giving you the advantages of this type of driveway.





Please contact us should you require a FREE OF CHARGE quote.





Yours faithfully


SLOANES AGENCY











Davina Pink


Secretary





encs








Tel: 01589 554466


Fax: 01589 554466
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		Comedy

		Fantasy

		Action

		Sci-Fi

		Animated

		Drama

		Horror

		Crime

		Thriller

		Adventure
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