’” BOOK

aaaaaaaaaa
ir

BENGLISH
WORKBOOK

DEVELOPING LITERACY L




Introduction

This workbook is all about procedures, recounts, expositions, narratives
and reports. These are called writing formats. There are two units of work
based on each format.

Completing the exercises in your workbook will help you to understand
the five different formats and to learn how to plan and write them
yourself.

You will be:
e discussing and working out the structure of each format

e checking that you understand the text by doing some comprehension
exercises

e working to improve your vocabulary, spelling, punctuation and
grammar

e practising different writing skills

e |earning how to check your writing by editing and proofreading

e checking how much you have learned by doing a test at the end of
each unit.

Remember: Good writers need to think about, plan and review their
writing; it doesn’t just happen.
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Verbs

Verbs are the most important words in sentences and describe an action (doing verbs), a
state or condition (being verbs) or ownership (having verbs).

1. Underline the verb in each sentence.

(@) Burns are very painful. (b) The young boy tipped hot water over his leg.
(c) Don't touch the oven. (d) Mum drank a cup of hot coffee.

(e) I'burnt my hand. (f)  John had a burn on his leg.

(g) The water in the kettle is very hot. (h)  We have many burns patients in the hospital.

(i) Dad has a first aid certificate.

(). The baby's bottle was too hot.

(k) His wounds were very painful.

() The doctor treated the child.

2. Write the twelve verbs you underlined
in the correct categories in the table below

SAMPLE - NOT FOR SALE

Remember:
Being verbs refer to a Having verbs refer to Action verbs describe
state or condition. ownership. an action.
For example: For example: For example:
am is has have looks washes
are was had cleans removes
were
4 )
Being verbs Having verbs Action verbs
N\ J
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3. Write sentences using these verbs.

(a) Action verbs

cover (

wash (

(b) Being verbs

are [
were (

(c) Having verbs

have (
has (

Command verbs

— — —

SAMPLE - NOT FOR SALE

Statements that start with an action verb and tell someone to do something are called
commands.

For example: Reassure the patient. Apply a bandage.

These commands begin with a capital letter and end with a full stop.

4. Reread the procedure Treatment for minor burns and scalds and list the command verbs.

5. Write a short sentence for each command verb listed below.

(a) wash
(b)  wipe
(c) pour
(d) mix
(e) boil
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Tense

Verbs can change according to when an action happens:

Present tense - is happening For example, He removes
Future tense - will happen For example, He will remove
Past tense — has happened For example, He removed

6. These sentences are written in the present
tense. Rewrite them using the past tense;
for example: | am a singer. | was a singer.

(@) Alex and Andrew are playing tennis.

(b) Nick wants a party.

(c) Mr Shay is a popular coach.

(d) I'am going to cricket practice.

(e) | am waiting for you after school.

7. These sentences are written in the present
tense. Rewrite them using the future
tense; for example: She is working. She
will work.

(@) They are watching TV.

(b) The cat eats its dinner.

(c) The grass grows quickly.

(d) The pool is deserted.

(e) Sarais lonely.
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8. Underline the verb in each sentence and write present, past or future on the line.

(a) My mother is a fantastic athlete.

(b) I will train every day.

(c) My sister is working after school.

(d) Where is your backpack?

(e) Dad waited for twenty minutes.

Descriptive verbs

Some verbs are more descriptive than others. Good writers select their verbs carefully to
improve their writing and make it more interesting.

9. Choose a more descriptive word from the box to replace
the bold words in each sentence. You may need to use a
dictionary to check the meaning of some words.

saturated advanced obscured

sprinkled expired educated

diverted demolished penetrated
originated

(@) The traffic was moved away from the accident.

(b) Children are taught in schools.

(c) An arrow entered the target area.

(d) The game of rugby started in England.

(e) The time on the parking meter had run out.

(f)  Mum has always put salt on potatoes.

(9) A house in our street was knocked down.

(h) The heavy rain wet the washing.

(i)  The soldiers went into enemy territory.

() The trees blocked our view of the ocean.
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Review procedures —

(I'ext organisation

A procedure has: A goal

Steps to follow

A list of requirements

~

Ganguage features

A procedure uses: Short, clear statements
Command verbs

Present tense

Test to measure success

N AN

Study the text organisation and language features of Treating burns and scalds.

Text
organisation

Language
features

-

Goal — the title summarises the goal

Equipment
and

requirements  Aim: To reduce the effect of heat, prevent infection, relieve pain and

\ minimise shock.

Requirements: cold water

clean, sterile, non-fluffy material
Steps: 1. hepatie

Treating burns and scalds

Command verbs
in the present
tense.

P
statements
Steps OR
Immerse in cold water for ten minutes. If pain persists, leave
longer.
3. Gently remove any rings, watches, belts, shoes or any other
clothing from the injured area before it starts to swell.
4. Cover the area with clean, sterile, non-fluffy material.
5. Seek medical advice if burns are severe or extensive.
REMEMBER: DO NOT use adhesive dressings.
DO NOT apply lotions, ointments or fat to injury.
DO NOT break blisters, remove skin, or interfere with the injured
area.
DO NOT remove any material that is sticking to the skin.

If you follow these instructions, pain will be relieved and the wound will
heal without infection.

Test

\_

~
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Treating an injury

After school last Friday, you were walking home with your sister, Mary, who
is nine years old. Mary was distracted by a bird in a tree and she tripped on a
piece of broken pavement. She fell and grazed her knee.

Wirite a procedure explaining how you would treat the injury immediately and
when you reached home. Remember to use short, clear statements in the
correct order.

Aim:

Requirements:

Steps:

Test (How would you know that your treatment was successful?):
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Writing a procedure

Choose one topic from the box. Use the framework to plan your procedure, then write it on a
separate sheet of paper. You may research the appropriate information on the Internet, in the
library or you could ask someone.

How to treat: an ankle sprain
a snake bite
an eyelash in the eye
a nail in the foot

! J

Aim:

Requirements:

Steps:

SAMPLE - NOT FOR SALE

Test: (How do you know if you have been successful?):
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_ Editing and proofreading

Use the checklist below to edit and proofread your work.

You will be self-editing for: You will be using a peer (partner)

Spelling Punctuation editor for:

Clear instructions
Grammar Sentence structure

Sense

( Checklist )

Title of the procedure:

1. Does your procedure make Sense t0 YOU? ........cooovvviiieieieiiiiiieeeee O yes O no
2. Did you include @ goal?............ooiiiiiiiiiiiii e Q yes O no
3. Did you list the things you needed? ... O yes O no
4. Have you included all the steps in the correct order?.............cceecvvvnee.. Q yes O no
5. Did you add a test to check that your procedure works?......................... O yes O no
6. Spelling:
(@) Have you corrected any spelling errors? ...........ccccecevvviiiieeeeecinn Q yes O no
(b)  Did you check that your words looked right?...........cccociiiiiiiiinnnnn. O yes O no
(c)  Didyou use a diCtionary? ....ooooooieiiieiiieieece Q yes O no
(d) Did you ask someone to help you with your spelling? .................... O yes O no
7. Did you use command VErbS? ......ccoooiiiiiiiie e Q yes O no
8. Are your statements short and clear? ..........cccccoooiiiiiiiiiiiiii e O yes O no

9. Did each sentence make sense when you read it on

1S OV e O yes O no

10. Do all your statements start with a capital letter and end
WIth @ Ul STOP? oo, Q yes O no
1. s your procedure written in the present tense? .........................l O yes O no

12. Ask a partner to read your procedure.
Did he or she find it easy to understand?............ccccoevvvviiiiieiiiiiiiiiieee Q yes O no

SAMPLE - NOT FOR SALE
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1. Choose a topic from the box and plan and write a procedure. Use a planning sheet then write it
on a separate sheet of paper.

e D
Treating nosebleed Cooking toast
Treating a cut toe Baiting a fishhook

L Treating sand in the eye Playing a DVD )

2. Complete the following statements.

[ Text: ) ( Language: )
A procedure has a title, a list of A procedure uses short,
and a statements.
at the end.
N\ J N\ J

3. Answer the questions.

(@) In what tense are procedures usually written?

(b) What could happen if the steps were not followed in order?

(c) Why are diagrams sometimes used in procedures?

4. (a) Antonyms are words with the meaning.

SAMPLE - NOT FOR SALE

(b) Synonyms are words with the meaning.

5. How many syllables in each word?

(@) doctor (b) nurse (c) hospital
(d) ambulance (e) treatment (f) pathology
6. C ing er est ed ly ness ]

The above can be added to the end of words and are called
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7. Add ing to these words.

(a) love (b) grab
(c) rub (d) find
(e) talk (f)  brave

8. Write a short sentence for each command verb.

(a) look [
(b) finish [
(c) go [

9. Underline the verbs and
write past, present or
future on the line.

) L

(@) The girl ran home from school.

(b) Her mother is waiting for her.

(c) Then she will take her to
her music lesson.

_ /

10. Change to the tense written in the brackets and write the sentence below.

(a) He is walking. (past)

( )

(b) It will rain. (present)

( )

(c) Ican't find my book. (past)

( )

(d) The duck swam. (future)

( )
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