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Module 1 

Basics of Communication 
 

Learning outcomes to be achieved 

 To read, view and critically analyse communications 

 To identify and understand the communication process 

 To understand and explain barriers to communication 

 To identify organisational features of texts and explain their usefulness in 

making meaning of readings 

 

1.1 What does communication mean? 
 
Communication is not only the process of sharing information, but is also a social 

interaction between at least two people. In a simplistic form, information is sent from 

a sender (or encoder) to a receiver (or decoder), who in turn will provide feedback.  

 

Communication development is the development of processes enabling us to 

understand what others say, sign or write and to translate sounds and symbols into 

meaning and learn the syntax of a language. Communication is based on the idea of 

respect, promises and the need for social improvement.  

 

Communication could also be defined as the transmission of necessary information, 

feelings or ideas from one person to another. The intention of this exchange or 

transmission is to enable the second person to decode the message, so that they 

can fully understand what is being transmitted, and can react accordingly. 

 

1.2 Types of Communication 
 

There are many different types of communication e.g. nonverbal communication, 

verbal communication and written communication. As you will realise, facial 

expressions, gestures, body language and tone of voice, or language used in a 
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written text, all play a part in the emotional meaning that the receiver will take from 

the message being transmitted.  

 

 Verbal communication 

o The transmission of messages by means of spoken or written words.  

 Non-verbal communication 

o This involves the use of other processes to communicate, including 

using the senses i.e. hearing, smelling, seeing, tasting and touching. 

This refers to the gestures, sign language, body movements, facial 

expressions, display of objects, cultural manifestations, proximity 

levels, touch, dress, physical appearance, mannerisms, voice tones 

and silence, and is also known as semiology. 

 Formal Communication 

o The exchange of knowledge and other forms of human communication 

that takes place on a formal and objective basis. 

 Informal communication 

o Takes place at the unofficial and subjective level and frequently occurs 

amongst people of the same age or status.  

 Interpersonal communication 

o This takes place when one person speaks to another person. 

 Extra-personal communication 

o This occurs when humans communicate with animals and inanimate 

objects e.g. when you scratch a cat’s back and it purrs. 

 Mass communication 

o This involves messages communicated through the media to a large 

impersonal public who are varied, unidentified and distant. 

 

1.3 The Communication Process 

Communication is always a two-way process. There are six key components of the 
communication model: 

 Stimulus 

 Filter 

 Message 
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 Medium 

 Destination 

 Feedback 

 

Adapted from: Ober, S., 2003 Contemporary Business Communication, p6 

 

 Stimulus 

o For communication to take place there must first be a stimulus, which 

is the need to communicate. This could be either an internal or an 

external stimulus. Internal stimulus is the idea that is formed in your 

mind and external stimulus comes through your senses i.e. eyes, nose, 

ears, mouth, skin. 

 

 Filter 

o Your perceptions, viewpoints and previous knowledge act as a filter or 

encoder. The sender encodes the message by using these filter tools 

to express thoughts in a logical, clear message, so that it can be 

understood by the receiver.  
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 Message 

o This is the combination of words and symbols transmitted to a receiver 

and may be explicit (directly and clearly spoken or written) or implicit 

(not directly spoken or written, but rather suggested or implied). 

 

The message content depends on the goal of the communication, 

which could be: 

 to inform 

 to remind 

 to persuade 

 to educate 

 

 Medium 

o Once the message is encoded, it needs to be passed on to the 

receiver. The medium is the route through which the message is 

transmitted and through which feedback can be obtained. Oral 

messages may be passed on by means of telephone calls, press 

conferences, voice mail or even the company grapevine, whereas 

written messages may use email, faxes, letters, reports, press 

releases, notice boards, etc. 

 

 Destination 

o The destination of the message is the receiver, who participates 

actively in the communication process, by creating feedback or 

response, after decoding. 

 

 Decoding 

o This is the process whereby the receiver, giving meaning to the words, 

pictures and sounds, interprets the message. It is obviously important 

that the message be decoded in the manner that the sender wished it 

to be. 
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 Feedback 

o This shows the sender whether the reaction or response, which he has 

evoked from the receiver, is what he would want it to be, in other 

words, whether the receiver has understood the message completely. 

 

To illustrate the above model, read the following situation: 

 

  Adapted from, Ober, S., 2003 Contemporary Business Communication, p6 

 

1.4 Why do we communicate? 
 

The main objective of communication is to provide and receive understanding of the 

information and feelings that you are trying to communicate. When communicating, 

you are attempting to:  

 be understood 

 get something done 

 be accepted 

 understand others 

 share information, ideas, and feelings 

 

Incident Communication Component 

Mary receives a memorandum from the Head of 

Marketing, Mr. Mbete about a product launch on 

the 1st of the month. 

Nancy receives a stimulus 

Mary interprets the memo to mean that her 

presence will be required at the launch. 

She filters the stimulus. 

Mary decides to confirm the date with Spokasi, 

Mr. Mbete’s secretary. 

She forms a message. 

She telephones Spokasi. She selects the medium. 

Spokasi receives the call. The message reaches its 

destination. 

Spokasi confirms the date of the product launch 

and that Mary is required to attend the launch. 

Spokasi provides feedback. 
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Communication is important for various reasons, including: 

 It connects people by allowing people or groups to relate to one another. 

 It is an activity in which we actively engage so that others can 

understand. 

 It is learnt, as we all have to learn language and communication, in order 

to talk and write correctly. 

 It has different functions and can be used in different ways to inform, 

entertain, warn, persuade, explain, etc. 

 It is culture in that what we communication helps define and teach a 

particular culture.  

1.5 Rules for effective communication 
 

The communicator has to be aware of all reactions of the recipient of the message, 

in order to evaluate whether it has been interpreted correctly. There are basic rules 

that apply to most people and situations when communicating: 

 be sure of what you want to say before you say it 

 be sincere 

 identify the real purpose behind your communication 

 gain the receiver’s attention by emphasising the benefits to be gained by 

him  

 time the communication appropriately 

 use the same language as the receiver, if possible 

 never talk down to a person, but adapt your style or use analogies to help 

get your point across 

 ask questions to make sure that the message is received accurately 

 always be fair and consistent 

 

Effective communication is about people - their needs, dreams, desires and 

disappointments. It is essential to understand what motivates people and to develop 

insight into people’s personalities, so that you can fully understand the complexity of 

human nature. Man is a friendly and social being by nature and needs to 

communicate to survive physically and emotionally. 
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As you well know, we all spend more than 70% of our waking hours communicating 

in some manner or other. Whether we are speaking, listening, writing or reading, we 

are engaged in a form of communication.  

 

In the business environment, however, it is essential that the forms of 

communication are systematic and properly given, otherwise the business would not 

be able to function very well. It is for this reason that business people need to be 

capable of good communication in all situations, and especially with the highly 

technological society in which we live. 

 

1.6 Barriers to effective communication 
 

Sometimes the message that is being transmitted is not interpreted and understood 

in the way we intend it to be. This is normally as a result of certain barriers that 

“block” the communication medium and decoding. Some of these barriers could be: 

 Physical 

o These are external barriers that prevent the message from coming 

through clearly e.g. a faint telephone line, or someone that mumbles 

and doesn’t speak clearly. 

 Physiological 

o These barriers are formed as a result of a human physical problem e.g. 

deafness, or not being able to concentrate because of a headache. 

 Psychological 

o These barriers refer to the human mind and emotions that can be felt, 

like anger, fear, boredom etc. In these instances, the message is not 

decoded properly because of the emotion being felt e.g. a person who, 

after an interview, says “I should have answered that question like that, 

but I was so nervous that I didn’t think of it!” 

 Ethnocentric 

o This barrier is created by the person who believes that their culture is 

better than another person’s culture, and therefore they will not listen 

properly. 
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 Semantics 

o This refers to the meanings given to words or phrase by people e.g. a 

mother may say to the child “I’ll do it just now!” The child may interpret 

this as being an immediate thing, whereas the mother may intend it to 

mean: “When I have time!” 

 Perceptual 

o Different people have different ideas and perceptions about things. 

This is because people come from different backgrounds, have 

different education, interests, needs, religions, gender etc. There are 

many examples in the workplace today, many of which are distorted as 

a result of these perceptions e.g. a business may think that the security 

guards are irresponsible because they go on strike for higher wages, 

yet the security guard is trying to communicate the fact that he has to 

have a basic wage in order to fulfil basic needs. 

 Bias 

o This implies that the person sending the message is giving it his own 

positive or negative feelings e.g. “No wonder that happened, she’s 

blonde!”  
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Module 2 

Reading, Analysing and Responding 
 

Learning outcomes to be achieved 

 To critically analyse texts. 

 To use reading and viewing strategies appropriate for various purposes. 

 To explain values, attitudes, assumptions and embedded meanings in texts. 

 To evaluate the effects of content, language and style on the responses of 

readers. 

 

When you are reading an article, a book, a newspaper or any other form of written 

communication, the writer is communicating with you and attempting to get his 

message across. The manner in which you read and take note of the words and the 

message he is trying to convey will determine whether he has been successful or 

not. 

 

2.1 Reading and Viewing Strategies 
 
Reading normally implies that we have been given a written text, be it a novel, a 

poem, a short story, a letter or any other type of correspondence. However, text 

could be any written, spoken, visual communication or sign language that 

communicates meaning to a reader or viewer. Depending on the structure, we would 

categorise them as: 

 Spoken or signed texts including conversation, speeches, prayers, 

songs, presentations etc. Sign language is used for those who cannot 

hear, but who can understand the signals given. 

 Written texts including drama, poetry, magazine and newspaper 

articles, essays, paragraphs etc. 

 Visual texts including cartoons, posters, photographs, advertisements, 

maps, diagrams, films etc. Any work that uses a combination of text 

and graphic effects, whatever they may be, is called a multimedia 

presentation. 
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Depending on the type of text that is presented to you, you will read with different 

degrees of intensity. These include: 

 Skimming 

o a type of reading used to identify only the main ideas of the 

passage. You would pick out words in capitals, bold or 

underlined, which give emphasis to the explanation that follows, 

or take note of any visuals that help you to understand the 

passage. 

 Scanning 

o a type of reading used to find a particular piece of information in 

the text, without taking note of the rest of the text. 

 Predicting 

o a type of reading in which you anticipate the next event in the 

article. 

 Sifting 

o selecting the most important words, facts, details and ideas that 

are relevant to a certain task. 

 

Whatever the type of reading strategy you employ will depend on the purpose of the 

task at hand, the interest you have in the article and the use of such things as 

headings, conclusions, summaries, diagrams, tables, graphics and other visuals.  

 

2.2 Content and Language 
 
When we read a book or any other type of article, we are reading for a purpose. The 

content of the text should provide this purpose for us, but sometimes it is the choice 

of words and language that inspires us to read more. Authors of the text will have 

portrayed their own attitudes, assumptions and values in the text, and possibly, with 

the selection of a few choice words, be capable of embedding these attitudes into 

the text. The style, language and content will then be able to give the reader the 

overall viewpoint of the writer. 
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Similarly, the sentence structure and length of the sentences can often give the 

reader the insight to the state of mind of the writer e.g. a highly stressed or angry 

writer will probably write with much more forcefulness and the sentences will be 

longer, with punctuation placed in strategic places, as the writer has the need to 

write his opinions as quickly and effectively as possible in order to get the emotions 

out of his system! 

 

Sometimes there will also be the use of grammar and language, known as Figurative 

Speech that deviates from the plain meaning. Some of these are: 

 Humour 

o This is the ability of people, objects, or situations to evoke feelings of 

amusement in others. Some of the following are also intended to be 

humorous.  

 Wit  

o This is a form of intellectual humour, used by someone skilled in 

making witty remarks, typically in conversation or spontaneously. 

 One-liner 

o A one-liner, in the strictest sense, is a joke that is delivered in a single 

line. They are used to extricate quick responses and laughter. Overuse 

of the one-liner can become extremely tiresome. One famous one-liner 

is: "Yo mama's so fat, after she got off the carousel, the horse limped 

for a week!" 

 Hyperbole 

o This is a method of making statements that are exaggerated. They 

could be used as a result of strong emotions, or just to create a strong 

impression and give emphasis. Hyperbolic statements are not meant to 

be taken literally. Examples are: "I've heard that a billion and one 

times." and "She has a brain the size of a pinhead."   

 Self-irony 

o This refers to a way of using yourself and your personality in a self-

ridiculing manner in order to make a point. Put simply, it is the practice 

of making fun of yourself in a refined manner. Examples are:  "My 

books are just like fairy-tales: figures of speech and cosy to hear 
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around a bonfire" as said by a prominent author, or a police officer who 

says "Watch it kid, before I put you away in prison for talking too 

loudly." 

 Satire 

o This is a technique that is often used in drama, fiction and journalism, 

and sometimes even poetry. Although satire is usually very funny and 

witty, the purpose of satire is not primarily humour, but criticism of an 

event, an individual or a group in a clever manner. The following 

excerpt is an example of satirical writing: 

STUDENTS DEMAND EASIER WARS! 

A deputation of American students demanded that the United States stop 

waging war in obscure nations such as Afghanistan, Kuwait, Somalia and 

Bosnia-Herzegovina, and instead attack places they've actually heard of 

and can pronounce, such as France, Australia, and Austria “unless those 

last two are the same country” they said. 

 Sarcasm 

o This is a harsh, insulting, scornful, sneering or mocking method of 

communicating, often intended to insult or wound. Sometimes it is used 

in a humorous manner, but is normally viewed as an expression of 

concealed anger or annoyance. 

“Well isn’t THAT just fantastic”  

"Do you WANT to be late?" 

"Well that's just GREAT!"  

“Keep it up and you'll be banging your head against the wall.” 

“Are you REALLY an idiot or do you just act like it?” 

 Jargon 

o This is terminology that relates to a specific activity, profession, or 

group. It develops as a kind of shorthand, to express ideas that are 

frequently discussed between members of a group, and also to 

distinguish those belonging to a group from those who are not. An 

example would be: 
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A Doctor explaining to the family: “The patient has a progressive disease 

with specific brain abnormalities manifested by memory loss and 

progressive inability to function conventionally at even the most minimal 

tasks.” Instead the doctor could have said: “The patient has Alzheimer’s 

disease.” 

 Slang 

o Refers to the use of highly informal words and expressions that are not 

considered standard in the speaker's language. It is very often specific 

to a particular context or group of people. South Africa has its own 

slang language, mainly used by the youth. Examples are: 

“Hey, my bru, howzit?” 

“Struesbob, I really smaak her stukkend!” 

“Hey, my china, howz your ole toppie?” 

 Stereotypes 

o These are ideas and sayings held about members of a particular 

group, often used in a negative or prejudicial sense. Examples are: 

“He’s a real jock!” meaning he participates at a high level in a variety of 

sports. 

“She’s just a Barbie!” meaning she’s blonde, blue eyed, sexy but not very 

intelligent. 

 

2.3 Attitudes, Assumptions and Effects on a reader 
 
Many authors, when expressing themselves in their writing, will use different 

techniques to assist with the formulation of the plot in their books. This is an author’s 

way of building suspense, using play on words to indicate a humorous event, or just 

expressing himself in such a manner as to make it interesting. It is not always easy, 

to do this, but used well and in the correct manner, can be very effective. 

 

Imagine in a soccer match, where you have a team on the attack, and not being 

defensive. You could say that the players’ actions are offensive, meaning the 

opposite of defensive, but taken literally, it means that whatever actions they are 

using offends people and is unpleasant and insulting. However, if an author wished 
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to build the tone and attitude of the players, he could say, “the team went on the 

offensive” or “Sipho’s actions indicated that he was offensive.” Because he has built 

up the scenario where the team is playing well and is attacking the opposition’s goal, 

the reader will not make the wrong assumption.  

 

To be able to read, analyse and to respond to a variety of texts, it is important to 

grasp the functions of the English language, and to understand its power. It is 

important to become critical and reflective when reading written or visual texts.  

2.3.1 Style 
 
One area in written texts that must be looked at is the importance of style. This refers 

to a manner of writing that expresses a thought that, if taken out of context, would be 

totally different from that intended by the writer. Style is the way in which an author 

selects and arranges words, constructs sentences, and uses figurative language, in 

order to give his writing a certain flavour or personality. 

 

Style results from linguistic choices; the more frequently these choices are exercised 

and the more wide-ranging they are, the higher the probability they will effectively 

express the writer's unique thought and feeling. It is used to compliment the tone of 

writing and be more persuasive and give an embedded meaning to the text. It 

conveys important subtleties of meaning in order to help the reader to understand 

the writer’s basic attitudes, his presuppositions, his moral stance, and his relation to 

his subject and his reader.  

 

When writing yourself, the key is to develop a style that shows purpose as opposed 

to a style that no one understands. By understanding some of the basic problems 

and principles connected with style, you can improve the effectiveness of your own 

writing.  

2.3.2 Sentence structure  
 
When writing, different types of constructions create different effects. Some sentence 

structures give an element of surprise, others are more emotional and some are 

used for emphasis.  
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When we speak of sentence structure, we need to understand that this includes the 

use of: 

 Short sentences.  

 Rhetorical questions, which are questions used for effect but without 

expecting an answer. 

 Long sentences.  

 Parallelism.  

 Antithesis, which is the direct opposite or expressing things extravagantly. 

 Repetition. 

2.3.3 Tone 
 
Tone is reflected mainly in the choice of vocabulary and is the approach of the 

sender to the receiver. Tone is important for both written and spoken communication.  

 

When speaking, tone is conveyed by your voice, facial expressions, the way you 

stand and the words you choose. In written messages, however, tone is 

communicated by the words that are used and the way in which they combine.” 

 

Compare the tone of the following: 

Receipt of your letter is acknowledged. Please be advised that your 

interest will be deposited by the undersigned in the designated account. 

 

The tone is unfriendly and haughty. Depending on the situation and parties involved, 

it could be written in a more relaxed manner as follows: 

Thank you for your letter of 20 February. I am pleased to let you know 

that I shall be depositing your interest in your account. 
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2.3.4 Symbolism 
 
Symbols are characters, events or actions that mean more than what they literally 

are. Symbols can be quite complex and usually suggest an idea or a range of 

interrelated ideas, attitudes, and practices. Many symbols can be culturally 

understood outside of the literary work e.g. a cross as a symbol of Christianity.  

2.3.5 Imagery 
 
 
Imagery is a general term that refers to the devices a writer uses in order to make a 

definite and lasting image or picture in the reader’s mind. Sometimes a writer may 

use a simile, which is a comparison, and he will use the words “like” or “as” for the 

direct comparison. The following are examples of imagery using similes: 

 

“And the night shall be filled with music, 

And the cares, that infest the day, 

Shall fold their tents, like the Arabs, 

And as silently steal away." 

(Longfellow, "The Day Is Done") 

 

“My hair is bold like the chestnut burr; and my eyes, like the sherry 

in the glass that the guest leaves." 

(Emily Dickinson) 

 

“O my luve’s like a red, red rose 

That’s newly sprung in June; 

O my luve’s like the melodie 

That’s sweetly play’d in tune!” 

(Robert Burns, “A Red, Red Rose”) 

 

Some writers will create imagery by using metaphor, where he will imply in a 

description that something appears to be like something else, but it is obvious that 

this is not literally true. Here are some examples of imagery by using metaphor: 
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“Fifty feet away a figure had emerged from the shadow of my 

neighbour’s mansion and was standing with his hands in his pockets 

regarding the silver pepper of the stars” 

(F. Scott Fitzgerald, “The Great Gatsby”) 

 

2.3.6 Readability 
 
Readability depends on the writer as well as the reader. While readers want to gain 

information and be entertained, the message that the writer wants the reader to 

understand, and the attitude that he wants the reader to adopt is dependent on the 

flow and ease of reading. This means that the writer needs to use all of these writing 

tricks in a manner that does not detract from the story he is trying to write. The 

purpose must always be clear, with the text written in such a manner as to attract the 

reader to want to know more, and not find it boring. It is obviously also important that 

the writer uses correct English and punctuation, otherwise his writing will not be easy 

to read. 

2.4 Formal Written Communication 
 
There are many types of written communication, including business letters, letters to 

a friend, short stories, poetry, film scripts, memos, faxes, articles for newspapers and 

magazines, advertisements, etc. Each type of written communication has its specific 

purpose and usefulness. 

 

Depending on the type of written communication, some or all of the following 

techniques and features are employed in order to make the text easier to read, more 

interesting, or just better organised. These include: 

 Layout 

o This is the manner in which the page or advertisement is physically 

arranged. 

 Format 

o This refers to the text – how it is organised, the size of the font, the 

type of font and whether it is easy to read, the design of the text, etc. 
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Format also ties up with the printed text, which is then called 

Typography. 

 Title 

o This is the name of the book or article, which gives a general indication 

of what it will be about, and appears on the top or at the front of the 

book. 

 Heading 

o This is similar to a Title, but could appear at the beginning of a section 

or on the top of a page. 

 Glossary 

o Refers to a list of special words with their meanings, which enables the 

reader to understand the particular jargon. 

 Illustrations 

o These are drawing or pictures that are used to enhance text and make 

it clearer, or to attract the eye of the reader. They generally make text 

more interesting. Often a picture will have a Caption, which is the 

printed explanation that appears under the picture to explain what it is 

all about. 

 Preface 

o An author may decide to write a Preface as the introduction to his 

book, in order to explain the aim of his writing. 

 Foreword 

o This is a short introduction at the beginning of a book. 

 Table of Contents 

o This is normally a list of the main sections in the book, along with the 

relevant page numbers. 

 Index 

o Here the main topics that are covered in the book are arranged with 

page numbers indicating exactly where they are to be found. This is 

normally at the back of a book and arranged in alphabetical order.  
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2.5 Visual Techniques 
 
Visuals have a large variety of techniques that can be employed to give differing 

effects. Whether the visual is a photograph, a slide, poster, video or film, the 

following types of techniques can be used to give subtle effects: 

 Composition 

o This is the effect created by the placement of the objects being used 

for the graphic e.g. in this picture, the photographer has take a picture 

of pot plants from below the foliage, instead of the conventional shot. 

Other words for composition could be the “arrangement” or “layout” of 

the picture. 

 Light 

o Using different light techniques can provide dramatic differences in 

photographs and other visual forms. The effect will be determined by 

the intensity of the light, as well as the direction from which the light is 

displayed. As can be seen in these pictures, the direction of the light 

alters the brightness as well as the shadowing of the object being 

photographed. 

 

 

 

 

 

 

 

 Perspective 

o This can be shown in a variety of techniques such as using lines to 

provide depth, or using distance or close up photography to provide a 

more dramatic effect. 

Now look at the following sequence of pictures. The further away the 

shot is taken, the less dramatic. This is not only as a result of the 

distance of the shot, but also the background. Including an innocent 

and normal background does not give the focus and drama that the 

close up shot gives. 
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 Overlays 

o As the name implies, an overlay is another picture that is placed over 

the original one, in order to give a different image. A good example of 

overlays that are often used in schools is that used for studying the 

human body, where one overlay will provide the skeletal system, one 

will provide the circulatory system, one will provide the main organs 

etc.  
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Module 3 

Oral Communication 
 

Learning outcomes to be achieved 

 To engage in oral communication and evaluate spoken texts. 

 To respond critically yet sensitively as a listener. 

 To analyse your own responses and adapt when required. 

 To use strategies to be an effective speaker. 

 To evaluate spoken discourse. 

 

3.1 What is Oral Communication? 
 
Oral communication is not only the language spoken, but includes the mix of verbal, 

interpersonal and physical approaches needed to interact confidently and effectively 

with a range of audiences. A skilful communicator draws on a number of different 

means e.g. graphical, visual, statistical, audio-visual and technological, to get the 

point across.  

 

Good and effective oral communication skills are essential in the workplace because: 

 Staff need to interact effectively and productively with each other 

 Staff need to interact with the clients effectively and get all information 

across without any vagueness 

 It is essential to be able to listen to and convey information accurately  

 It is important at all times to be able to give instructions and explanations 

clearly  

 Engaging in constructive debate and contributing to meetings and 

committees are fundamental to the success of all companies 

3.2 Tools for Speaking 
 
Oral or verbal communication includes greetings, conversations, formal and informal 

speeches, questions and answers, instructions and directions that a person would 
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perform.  Obviously, different forms of verbal communication are used in different 

contexts e.g. you would not walk into an auditorium where you are expected to give 

a formal presentation and speech and say “Hi, Dudes!” 

 

Nearly all of the time that we communicate orally, we are not using merely the 

spoken word, but different tools such as pitch, tone, style, tempo, volume, body 

language, gestures, intonation, analogies and rhetorical questions, amongst others.  

 Pitch 

o This refers to the timbre or highness and lowness of the voice. You will 

find that someone who constantly speaks with a squeaky high voice 

will not always be listened to, as this pitch will irritate the listener. 

 Tone 

o By tone we mean the attitude and emotions that is portrayed by the 

voice, together with the spoken words e.g. saying to someone who 

never lifts a finger to help anyone “Oh, but you are so helpful!” In this 

instance, the tone and words portray sarcasm. 

 Style 

o This refers to the technique, manner and approach of the speaker e.g. 

someone who is able to remain calm in a crisis and by his spoken 

words, calm everyone else down. In a work environment, if people are 

under stress and tensions are running high in the office, someone who 

is calm and shows control, even under these extreme circumstances, 

will be able to defuse any situation by just speaking calmly, gently and 

with understanding and reason. 

 Tempo 

o This is the rhythm and pace of the spoken words e.g. some people talk 

extremely fast, and if a second language learner has to listen to him, 

much of the content of what is being said will be lost because of the 

speed of the speech. It is always best to have a medium pace. Many 

people are also irritatingly slow, with an affected type of stutter and 

repetition, which only serves to hide the fact that they actually do not 

quite know what they are talking about, but are trying to make an 

impression. 
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 Volume 

o This is how loudly or softly the speech or conversation is made. 

Although in some cultures it is common for people who are in close 

proximity to speak extremely loudly to each other, it should always be 

taken into consideration that others around them may be unable to 

hear what is said to them in a more private conversation, because of 

the high volume. Obviously, we could not all go around whispering, but 

it is always best to take notice of the surrounding people and adjust the 

volume accordingly when in groups. 

 Intonation 

o This refers to the lilt, inflection and modulation of the voice i.e. not 

speaking in one flat tone (monotony), but using the voice, with higher 

and lower pitches, to give emphasis to certain phrases etc. This should 

not be overdone or exaggerated to sound unnatural, but use of the 

voice in its proper way will provide interest to what you are saying. 

 Analogies 

o An analogy is a story that is given as an example to explain a similar 

occurrence. Sometimes these contain a moral, and sometimes they are 

used to get the initial interest of the audience. 

 Rhetorical questions 

o When a speaker asks the audience a question to emphasise 

something, but does not expect an answer, we say he has asked a 

rhetorical question. This is a method often used in debates, or when a 

speaker wants to introduce his opinion e.g. “Should so-and-so be fired 

from his position in government? I say an emphatic “Yes”, because ….” 

 Pauses 

o This can be an extremely useful tool for retaining interest, especially 

when you have just made a bold statement. It provides the audience to 

think about what you have just said, and peaks their interest for what is 

about to come. 

 Using inclusive language 
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o This means making statements that includes yourself along with the 

audience e.g. “We are all being ripped off!” is far better than saying 

“You are all being ripped off!” the former includes you, which means 

that the audience has something in common with you and can share 

your argument or solution, while the latter is grouping the audience on 

one side and yourself on another. 

3.3 Physical Communication 
 
We “speak” with our bodies more than we think we do! Have you ever tried to give 

someone instructions to the shop around the corner while sitting on your hands? Try 

it! Yes, it is very difficult – we need to make gestures that support our spoken word. 

Types of physical communication include: 

 Body language 

o Here the entire body gives the impression that the person is happy, 

sad, angry, confused etc. This can be seen not only by the facial 

expression, but the entire body, especially the shoulders. A person who 

may have the drooping shoulders and dropped head, is said to have a 

“hang-dog” look, which indicates sadness. 

 Gestures 

o These are the arm and head movements that “speak for themselves” 

e.g. the fisherman who gestures with his arms to indicate the size of 

the fish that got away, or the listener in the audience who nods when 

he agrees with a statement. Keep the gestures natural and avoid 

repetitive motions. Use gestures to emphasise points and to keep the 

attention of the audience.  

 Posture 

o The manner in which you stand or walk will show people whether you 

are an open person and will express your professionalism, energy, 

confidence and authority. A good posture and movement will convey 

self-confidence, professionalism and credibility. Standing and talking to 

a small group of people while you have your arms crossed shows that 

you are a closed person, and not open to suggestions. 
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 Facial expressions 

o Everyone can make funny faces, or faces to suit a particular emotion, 

but when this is done inadvertently, it has great meaning to the 

observer. Many people who have expressive faces are able to 

persuade other more easily, simply because their expressions are 

convincing. 

 Eye contact 

o Although some cultures do not encourage eye contact between youth 

and older members of the community, or between men and women, 

eye contact in the majority of cultures displays honesty and interest. 

Imagine a security guard asking you if you shoplifted and you look at 

the floor and say “No, I didn’t!” Do you think he would be inclined to 

believe you? If you looked him straight in the eyes and said “I did not 

shoplift!” he is more inclined to believe you. 

 

3.4 Steps in effective Oral Communication 
 
It should always be remembered that the words used in an oral communication are 

only 7% effective in getting a message across, while the tone of voice is 38% 

effective and the body language and confidence displayed is 55 % effective. While 

the oral part of this communication is vital, one of the most important aspects is the 

ability to listen properly to what is being communicated to you, so that your response 

is appropriate and the message is not distorted in any manner. 

 

The majority of the following steps should be taken in all instances when 

communicating orally. However, the circumstances and purpose of the oral 

presentation will determine exactly how much time will be spent on each step, and 

which steps can be simply glossed over. 

 

 Step 1 – Prepare 

o Make sure that you have plenty of time for researching your topic. Take 

time to draft your outline and the specifics that you will use to illustrate 

the topic. Summarise your presentation into manageable parts, and, if 
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necessary, redraft the presentation in order to narrow the topic so that 

it can be completed in the given time. 

 

 Step 2 – Identify the audience 

o Find out who they will be so that you are able to create the 

presentation “for” them, as, opposed to speaking “to” them or “at” them. 

Find out about the level of knowledge or experience on the topic and 

what you will have to do to convince or persuade them, if that is the 

purpose of the speech. The reason for identifying the audience is to 

anticipate how they will respond and how you should structure your 

presentation. This analysis should include: 

 Audience demographics including the average age, gender, 

educational and intellectual levels, occupation (if the 

presentation is job-specific), cultural, religious and political 

affiliations. 

 Physical analysis such as what size audience is expected, 

where will the presentation take place, will it be possible to use 

technology if required, what time of day will the presentation 

take place and what is the occasion for this presentation so that 

you can find out the sequence of events and when you will be 

required to speak. 

 Psychological analysis, which includes asking questions such 

as: How willing is the audience to listen to the message? How 

favourable do you expect the audience to be towards you and 

the topic? How knowledgeable is the audience? Don't talk down 

to your audience or talk over their heads so that no one 

understands what you are saying. How homogenous is your 

audience? If the audience is made up of people with similar 

backgrounds and interests, it is easier to conduct an audience 

analysis. If your audience is made up of individuals who have 

different attitudes, values, and beliefs, it is more difficult to 

determine how you can persuade everyone.  
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 Step 3 – Structure the presentation 

o This is essential so that it flows logically from an introduction, to the 

body and then the conclusion. All parts need to fit together, with 

transitions between ideas and sections not being noticeable. The 

presentation should build to a strong conclusion, which is a reiteration 

of the main points and stressing the purpose of the presentation. Some 

ideas to structure a presentation are: 

 In the introduction, express the topic in one clear statement that 

captures the essence of the presentation and grasps the 

audience. All supporting evidence should hang off this one clear 

statement. 

 Link ideas in the various sections together with connecting or 

transitional words such as: “First, I'd like to deal with”, “My 

second point is”, “And finally”.  

 

 Step 4 – Choose words carefully  

o Use words that are appropriate to the audience. Do not use jargon and 

technical terms for people who will not understand them.  

 

 Step 5 – Practise 

o This can be done in front of a mirror, with the aid of a tape recorder or 

video or to a group of family or friends. Practise until you can speak 

with confidence, flow, and credibility, using just cue cards, which should 

be numbered in case they fall on the floor.  

 

 Step 6 – Visual aids 

o The use of any sort of visual aid must enhance the presentation and 

not detract from the main idea and focus. If technology is to be used for 

these visual aids, check all technology as well as the venue 

beforehand, so that they do not fail you at the last moment. Make sure 

to have everything at hand and, if possible, an alternative should there 

be a power failure. If using PowerPoint slides, make sure to include 

only five or six bulleted points, which you will explain and expand on, 
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per slide, and that the font size used for the slides is large enough to be 

read from the back of the auditorium. If possible, give hardcopy 

handouts of the presentation so that the audience has a record on 

which to contemplate afterwards. Design concepts to remember for all 

visual aids are: 

 Make it big enough  

 Keep it simple  

 Make sure it is clear It must be consistent with the speech 

 Step 7 – On delivery of the speech 

o  Make sure to pronounce each word clearly and slowly. Most people 

talk too fast for their audience. Use all the tactics and voice volume, 

pitch, tone and pace to interest the audience and to indicate emphasis. 

Any difficult names or terms must be pronounced correctly – if you are 

not sure, find out the correct pronunciation.  

 Remember the following tips:  

 Remember to smile  

 You have about 30 seconds to make a good impression and 

establish your credibility as a speaker. Unless you can 

engage your audience quickly, you’ll lose them;  

 You need to tell them what you are going to tell them, then 

tell them, and then tell them what you have told them. .In 

other words, a good introduction, body and conclusion is 

important 

 Use a mental picture of your presentation to help establish 

the flow  

 Keep checking your notes to see which section contains 

what information  

 Look directly out into the audience – eye contact is 

important, even if you allow your eyes to roam across the 

room just above the heads. Do not focus on only one side of 

the room 

 Raise your head so your voice projects into the audience  
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 Use gestures when appropriate, usually for emphasis, but 

use your whole body to express enthusiasm and energy 

 Avoid trying to memorise an entire speech. Memorising a 

quotation, an opening paragraph, or a few concluding 

remarks can bolster your confidence and strengthen your 

delivery 

 You may wish to read technical information, policy 

statements or items where the wording must be accurate, 

but if you do, practice so that you can still maintain eye 

contact with the audience 

 Avoid speaking unprepared unless you’ve spoken many 

times on the same topic or are extremely good at public 

speaking 

 Make sure that your personal appearance and dress are 

appropriate for the occasion and the audience 

 

 Step 8 – Try to stay calm  

o Rehearse well, take a few deep breathes and remember that 

everyone feels nervous in front of an audience. Never call attention to 

your nervousness, or apologise for it. 

3.5 The Introduction 
 
The first three minutes of any presentation are the most important. You need to 

engage your audience and convince them to listen to you throughout. During your 

introduction, you could:  

 Ask a question - this is one of the most basic ways of getting an 

audience’s attention.  

 Tell a joke or use an anecdote - ensure the joke or anecdote is 

appropriate to the audience, as well as the topic on which you will be 

speaking.  

 Use facts or quotations – make sure that they relate to the topic and to 

the audience.  



8974, 8975, 8976, 8979 English First Language Learner Guide  30 
 

INSETA copyright 2014 
 

 

 Make a shocking statement – to grab the attention and focus of the 

audience, and then lead into your main points.  

 Describe a shared experience – this should connect the speaker and 

the audience, and make them realize that they have something in 

common e.g. “Where were you on the day Nelson Mandela was released 

from prison?” 

 Give a demonstration that leads into your talk and relates directly to 

your topic. Make sure that all props are at hand and work properly. 

 

3.6 The Body of Speech 
 
This is the main part of the speech, and has to engage the audience and keep them 

interested. Remember to use simple language, unless the audience is educated in 

the jargon that is appropriate for the topic, and present your information in a logical 

and interesting sequence that the audience can follow easily. Never accept to speak 

on a topic of which you are not sure. Your hesitancy will not allow you to build 

sufficient credibility.  Use your enthusiasm and energy (portrayed by your body 

language) and ensure your credibility by using eye contact with everyone in the 

auditorium.  If you are not totally comfortable with the topic presented to you, use the 

Internet, magazines, newspapers or interviews with knowledgeable people to find the 

relevant information you require.  It does not matter how serious your topic – always 

try to add a little appropriate humour, as this will relax the audience and keep their 

attention. 

 

Ensure that all main points are repeated often, and that one leads into the next, so 

that the entire speech flows naturally.  Repeat the main points frequently, so that 

when you come to the conclusion, your audience is already confident that they know 

the facts that you have made. 
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3.7 The Conclusion 
 
The objective of the conclusion is to leave the audience with a clear idea of your 

message and the relevance it has for them. You should never introduce new material 

at this stage.  

 

Conclusions may vary according to the type of presentation, but should basically be 

a summary of your main points and their importance to the audience. Always 

conclude on a strong positive note that ties up with your introduction, if possible, in 

order to leave the audience in a receptive and positive frame of mind. If you have 

made a presentation to persuade an audience, they should already know what you 

want them to do but this final appeal adds impact. 

See an example of a checklist below which could be used to evaluate an oral 

presentation, 

 

CHECKLIST FOR PREPARATION AND STRUCTURE OF AN ORAL 

PRESENTATION 

Introduction Yes No 

 Is it too short?    

 Is it too long?   

 Does is demand attention?    

 Does it introduce the topic thoroughly?    

 Does it give direction to the presentation?    

 Does it establish my credibility?    

Body   

 Does it stick to the basic theme?    

 Have I presented relevant evidence?    

 Do all ideas flow logically?    

Conclusion   

 Have I summarised the main points?    

 Have I drawn all my arguments and evidence 

together?  

  

 Do I point or suggest work still to be done?    
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3.8 Handling Questions 
 
Normally after making a presentation, the audience are allowed to ask questions in 

order to clarify anything they wish to, or to get more information about something that 

interested them. Although you cannot anticipate every question that will be asked of 

you, you should: 

 Rehearse with friends some of the kinds of questions that you think the 

audience might ask.  

 If you do not know the answer to a question, admit that you do not know 

the answer but are prepared to find out, and then remember to follow up, 

so that you retain your credibility.  

 Ask the questioner to restate the question if it is not clear.  

 Thank the questioner for the question and then repeat it back to him to 

clarify what is required of you, and to allow you time to think, and then 

give an answer.  

 Do not overwhelm the questioner with information in response and never 

repeat your speech for the sake of someone who did not listen properly in 

the first place.  

 React to the question by looking at the person asking the question and 

nodding your head.  

 Let the questioner finish his sometimes long-winded question, and resist 

the temptation to interject. 

 In most cases it would be a good idea to repeat the question again as 

there might be audience members who did not hear the question, 

meaning they will not get any value from the answer. 

 Address your answer to the whole audience, as many others may also 

require the answer.  

 Respect the questioner but disagree, if necessary, without being 

disagreeable.  

 Be honest.  

 Ask the audience if anyone would like to answer the question.  
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3.9 Listening Skills 
 
As you can see, the communication process depends not only in giving the correct 

message orally or in writing, but the decoding of the message correctly i.e. the art of 

listening properly to the spoken message. The following lists some suggests for 

effective listening:  

 Listen openly and with empathy to the other person and be patient. 

 Judge the content, not the messenger or delivery and then understand 

before you make a judgement. 

 In order to fully understand the message, ask, repeat and paraphrase the 

question or message. 

 Avoid distractions and “noise”. This is anything that will encroach on and 

disturb your ability to listen attentively. 

 Respond in an interested manner and acknowledge what the other person 

is saying, even if you do not agree. 

 Pay attention to body language, not just words and “listen between the 

lines”.  

 Do not react to emotional words, but interpret the purpose for which they 

are being used. 

 Practice supportive listening, not one-way listening. A major source of 

problem in communication is defensiveness. Realise that when people feel 

threatened they will try to protect themselves. This defensiveness can take 

the form of aggression, anger, competitiveness, and avoidance, among 

other responses.  

 Try not to interrupt the speaker, even when he is being pedantic. This 

means that he is “splitting hairs”, or “nit-picking” and is belabouring a point 

in a plodding, boring manner that is difficult to pay attention to, without 

getting to the point of what he wants to say. 

 If the speaker is using an aggressive tone and wording, do not react in a 

similar fashion, as this will exacerbate the situation. Rather try to keep an 

even, calm tone when responding, in order to diffuse the situation. 

 If the speaker is being illogical, and confusing in what he is saying, try to 

ask questions in a gentle and sensitive manner to get the true gist of what 

he is trying to communicate. 



8974, 8975, 8976, 8979 English First Language Learner Guide  34 
 

INSETA copyright 2014 
 

 

3.10 Discussion, Debates and Point of views 
 
When discussing or debating contentious issues, people normally allow their 

emotions to become high, their speech patterns to become aggressive and major 

disagreements, which often can lead to conflict. In these types of situations, being 

able to control your own emotions and speech, while still being able to be assertive 

in your communication, is an advantage. 

 

Why do people debate certain issues? Normally, this is because he or she has a 

particularly strong point of view about something, which he or she wants to share, 

and try to persuade others that this is the correct opinion to have. Of course, there 

will always be the bombastic, overbearing, pompous person who will not allow 

anyone their own opinion, but that is normally the reaction of someone who has not 

really thought over the issue, or allowed others to explain their side and impressions, 

while really listening attentively. 

 

The three most common styles of expressing an opinion in spoken communications 

can be aggressively, non-assertively and assertively. You want to steer clear of 

aggressiveness, as this is often a sign of a person who does not really understand 

the issues, and ignores others to selfishly pursue his own agenda. Being non-

assertive normally leads to passivity, where you allow others to dominate and push 

you around.  Assertive communication lies between these two extremes. 

 

Assertive behaviour is neither avoiding conflict nor dominating a conversation. It is 

being able to communicate feelings and opinions in an honest and clear manner 

without being offensive. An assertive communicator takes responsibility for actions 

and spoken words and never makes personal attacks on others. He is fair, firm and 

voices his opinions in such a way that others are persuaded to share his views, as 

he is perceived as being competent and confident. 

 

Debates are a good way of assertively discussing controversial issues of interest. In 

a debate, there should be a formal structure: 

 A proposition is expressed in terms of an opinion or a call for action. 
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 Three or four speakers are chosen to speak for and against the 

proposition, and they prepare their speeches carefully beforehand, 

working together as a team. 

 All remarks should be addressed to the chairperson, who has the task of 

guiding and controlling the debate without monopolising it. 

 Speakers are required to speak one at a time and should stand and 

address the gathering for a restricted length of time. 

 The order of speakers is usually: 

o First speaker for the proposition, followed by first speaker against the 

proposition. 

o Second speaker for the proposition, then second speaker against 

proposition. 

o Third speaker for and then third speaker against proposition. 

o The debate is opened to the audience. 

o Summing up by the opposition. 

o Summing up by the proposers. 

o Chairman puts the motion to the vote. 

 

It should be remembered that when topic is debated, there are at least two ways of 

looking at it and that there is merit to both sides of the argument. No one opinion is 

right and the other wrong. 

 

When making a record of a debate, the main points for and against must be taken 

down, without writing down everything that is being said. You will have enough 

information to write a complete summary of the debate at a later stage if required.  
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Module 4 

Creative Writing 
 

Learning outcomes to be achieved 

 To write effectively and creatively on a range of topics. 

 To choose language structures and features to suit the communicative 

purposes. 

 To edit writing for fluency and unity. 

 

4.1 What is Creative Writing? 
 
Creative writing is any type of writing where the purpose is to express thoughts, 

feelings and emotions rather than to simply convey information. The writer’s thoughts 

and feelings must be expressed in an imaginative, creative and unique way. This 

includes short stories, novels, myths and legends, and poetry. 

 

Creative writing is a personal freedom of expression, without anyone being able to 

stipulate how you want to express a thought.  It is hard, but rewarding to be able to 

write creatively, and should provide you with a huge amount of satisfaction from a 

finished piece. Being creative can also be difficult and challenging at times, but 

should always remain fun. 

 

The purpose of creative writing is always to entertain someone. Different writers will 

entertain in different ways e.g. one may write humorously, while another may build 

suspense and drama. 

 

4.2 Using Words 
 
We often see, read or hear words that we do not understand. If they are used 

correctly by the speaker, or in an article, we may be able to recognise what they 

mean, but would not necessarily know how to pronounce them. Pronunciation is the 

key to being able to impress others with new vocabulary and words used correctly. A 
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TV presenter, speaking about a lady from the community who had formed a team of 

other unemployed ladies to make and sell clothing to their community, spoke of the 

lady as “suing” (pronounced “sooing”) for the community. This was a complete 

mispronunciation of the word “sewing” (pronounced sowing”). As you can guess, the 

listener, who was still trying to make head or tale of why and who was being sued, 

lost the entire message of the presentation! 

 

Dictionaries enable people to find the meaning and the pronunciation of words e.g. 

The Concise English Dictionary has the following: 

 

grandiloquent (gran dil o kwent), [-loquent from –loqui, to speak, assim. to 

ELOQUENT], a. Using lofty or pompous language, bombastic. grandiloquence, n, 

grandiloquently, adv. 

 

This provides us with the:  

 Meaning of the word: “using lofty or pompous language, bombastic”. 

 Pronunciation – gran-dil-o-kwent. 

 Derivative (where it comes from) – “loqui” means to speak. 

 Another similar word – assim stands for assimilation, which means 

adaptation or adjustment. The word “eloquent” is assimilation, and means 

“articulate, well-expressed or fluent”. 

 Part of speech – a stand for adjective, so in a sentence it would explain the 

noun e.g. Charles is grandiloquent in his speech making. 

 How to use the word differently e.g. as a noun the word is grandiloquence 

and as an adverb, it is grandiloquently. 

 

The Thesaurus is a special type of dictionary that provides synonyms, which are 

other words that mean the same thing. It could also provide an antonym, which is a 

word with the opposite meaning e.g. synonyms for “grandiloquent” are “pompous, 

pretentious, verbose, long-winded, overbearing”, while the opposite, or antonym 

would be ‘straightforward’. 
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4.2.1 Etymology 
 
Etymology is the study of words and where they come from. It is often based on 

history, myths and legends.  An example of this is the months of the year. The 

original Roman year had only 10 months, each of which was named after a ruler or 

god: 

 

Martius (March), the first month – Mars’ month  

Aprilis (April), the second month – Aphrodite’s month 

Maius (May), the third month – Maia’s month  

Junius (June), the fourth month – Juno’s month  

Quintilis or Julius (July), the fifth month – Julius Caesar’s month 

Sextilis (August), the sixth month -- Augustus Caesar’s month  

September (September), the seventh month  

October (October), the eighth month  

November (November), the ninth month 

December (December), the tenth month  

 

About 700BC, the Roman king added two more months Januarius (January) and 

Februarius (February), and moved the beginning of the year from March to January. 

 

Words come from everywhere. Three days of the week are named after heavenly 

bodies - Saturn (Saturday), the Sun (Sunday) and the Moon (Monday) - so these 

names come from Greek or Roman mythology. The names for the other days of the 

week have different origins. Tuesday and Wednesday were named for Tiw and 

Woden, important figures in Anglo-Saxon myths, while Thursday and Friday were 

named for Thor and Freya, a Norse god and goddess. 

 

It can be fascinating and interesting to find the origins of words. For instance, did you 

know the etymology of these words? 

Assassin  A synonym for “murderer,” especially one who kills a political 

leader. This word comes from the name of a small Islamic sect 

that terrorised the Middle East for 200 years by committing secret 

murders. Literally, the word means “hashishshin,” Arabic for 
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“someone who is addicted to hashish (marijuana)”, which is what 

these assassins smoked before they went out to kill. 

Addict In ancient Rome, slaves were given to soldiers as a reward for 

outstanding performance in battle. These slaves were known as 

“addicts”, so eventually the word came to mean anyone who is a 

slave to something.  

Ballot An Italian term for “small ball or pebble.” Italian citizens used to 

vote by casting a small ball or pebble into a boxes of their choice. 

Denim A fabric originally made in Nimes, France, called Serge di Nimes, 

which was eventually shortened to “denim”. 

Pay  This word goes back, as so many of our words do, to Latin. “Pax” 

means peace or “to appease,” so “pay” originally meant a “payoff” 

to “keep the peace.” 

Slogan From two Celtic words, “slaugh” and “gheum” which mean “battle” 

and “cry.” And that’s just what slogans are: battle cries. A good 

example is Nike’s slogan “Just Do It.”  

(Adapted from www.englishforum.com/languagearts/lesson1) 

 

4.2.2 Homonyms 
 
Homonyms are words that sound the same but are spelled differently and have a 

different meaning e.g. sent and cent. These are often confusing when writing, as 

many English words are homonyms. However, used in creative writing, they could 

provide play on words that could be quite subtle e.g. “I road my bike yesterday” 

instead of “I rode my bike yesterday.” The word rode means to have ridden, perhaps 

on a track, a path or a road, but in the first instance, the sentence uses the homonym 

to indicate where the riding took place. This type of freedom of expression can only 

be used in creative writing. 
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4.2.3 Imagery 
 
The language used by a writer can influence what we understand. He can be so 

fluent with his choice of words that we can almost “see” what he is describing. This is 

called imagery. The writer paints a picture using only his words, just as a painter 

would paint the picture he sees using his brush.  

4.2.4 Implicit and Explicit Messages 
 
The messages given by words in written text are sometime confusing. This is 

because they could have a literal meaning and also a figurative meaning. The 

implicit message is the denotative or literal meaning and the primary meaning of 

the words. Writers have the freedom to use words in different ways, so the same 

words used elsewhere could have an explicit or connotative meaning. This is the 

suggestive or secondary meaning. An example of this is found in the book Jonathan 

Livingstone Seagull, where Richard Bach writes that Jonathan “smashed down into a 

brick-hard sea.” We know that a brick is a solid square mass that is used to build a 

structure. How then could a sea, which is liquid, be called brick-hard? This is the 

freedom that writers have to use literal words in a suggestive manner. 

4.2.5 Active and Passive Voice 
 
Using the active and passive voice in writing can lend itself to different 

interpretations. For the most modern writings, you should use the active voice when 

writing. Examples of the active and passive voice are as follows: 

Active voice: “The chairperson read the minutes of the meeting.” 

Passive voice: “The minutes of the meeting were read by the chairperson.” 

 

4.2.6 Colloquialisms 
 
This is a type of slang that was used so frequently, that people came to understand 

them, and to use them in everyday English. They are now accepted terms to use e.g. 

“He’s a real boffin at maths!” or “Did you manage to wangle a day’s leave?” 

 

4.2.7 Oxymoron 
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This is the use of two words that directly contradict each other, but are used together 

in the same sentence. This has also found itself into the Standard English language, 

due to the nature of business and how it is conducted today. An example of an 

oxymoron is “I am on a working holiday.” 

 

4.3 Punctuation 
 
Punctuation, or the lack of it, can add or change the meaning or written text. 

Normally, the punctuation used would be a symbol to emphasise the meaning e.g. “I 

was in shock!” where the exclamation mark indicates the level of shock and 

emphasises the emotion better than just saying, “I was in shock.” 

 

Types of punctuation used in creative and other writing, and their uses include: 

 

4.3.1 Apostrophe 

The apostrophe is used in two different ways: 

 To show possession: if a word is singular, add an ‘s, but if it is a plural 

word that ends with s, add the apostrophe after the s e.g. “the manager’s 

office”, or “all the teams’ changing rooms.” 

 To show omission: This is where letters have been left out e.g. instead of 

writing does not or cannot, you would write doesn’t and can’t. 

 

4.3.2 Comma 

The comma is used to show a slight pause, where the reader can take a breath, or to 

list things e.g. pens, pencils and rulers. To know where to place your commas, 

always read your work aloud, and where you make natural pauses, insert a comma, 

but do not overdo it. 

 

 

4.3.3 Fullstop 
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The fullstop is always used at the end of sentences where a question mark or 

exclamation mark is not required. They show the end of sentences and ideas, and 

the beginning of the next one. 

 

4.3.4 Question Mark 

Question marks are used as end-of-sentence punctuation, but after questions have 

been asked. 

 

4.3.5 Dash 

The dash is used to indicate a separate phrase, where a comma will not suffice e.g. 

“It is writing for pleasure – clarity and simplicity are essential.” 

 

4.4 Types of Creative Writing 

4.4.1 Poetry 

Poetry can take many different forms. It is also not always required that poetry has to 

rhyme or have a specific rhythm. Poetry is just a different form of expressing 

yourself. The following poem is written by the South African poet Casey Motsisi. 

 

The Efficacy of Prayer by Casey Motsisi 

They called him Dan the Drunk. 

The old people refuse to say how old he was. 

Nobody knows where he came from - but they all called him Dan the Drunk. 

He was a drunk, but perhaps his name was not really Dan. 

Who knows, he might have been Sam. 

But why bother, he's dead, poor Dan. 

Gave him a pauper's funeral, they did. 

Just dumped him into a hole to rest in eternal drunkenness. 

Somehow the old people are glad that Dan the Drunk is dead. 

Ghastly! 

They say he was a bad influence on the children. But the kids are sad that Dan the 
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Argue 
for your limitations, 

and sure enough,  
they’re 
yours. 

Drunk is no more. 

No more will the kids frolic to the music that used to flow out of his battered 

concertina. Or listen to the tales 

he used to tell. All followed him into that pauper's hole. 

How the kids used to worship Dan the Drunk! 

He was just one of them grown older too soon. 

'I'm going to be just like Dan the Drunk,' 

A little girl said to her parents of a night cold 

While they crowded around a sleepy brazier. 

 

The parents looked at each other and their eyes prayed: 

'God Almighty, save our little Sally.' 

God heard their prayer. 

He saved their Sally. 

Prayer. It can work miracles. 

Sally grew up to become a nanny... 

 

In Illusions, The Adventures of a Reluctant Messiah, the author Richard Bach has 

written the following short poem:  

 

 

 

 

 

 

 

Haiku poetry is centuries-old form of Japanese poetry that is very short. Although 

traditional haiku are often about nature or the changing seasons, they usually 

manage to convey emotion. With just a few words, they call attention to an 

observation and in effect focus the reader on the story behind the observation. 

Traditional Japanese haiku had a total of seventeen syllables divided into three lines. 

These consisted of five syllables, then seven syllables and then five syllables. In 

English, however, this is not always easy, so the lengths of the syllable may vary. 

Examples of haiku are: 
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Frog sunning on lily pad 

as dragonfly darts by. 

Thrapp! 

 

Clouds appear 

and bring to men a chance to rest 

from looking at the moon 

 

Limericks are another type of poetry, normally used in a funny and often crude way. 

They originated in Ireland in the fourteenth century. They were derived from the town 

of Limerick, and were often sung as songs in the local pub. 

Limericks must have five lines of writing, with the first two and then the last one 

rhyming, while the third and fourth lines will have their own rhyme. They need to be 

written in a rhythmic fashion.  

 

Two examples of limericks by Edward Lear are: 

There was an Old Man in a tree, 

Who was horribly bored by a Bee; 

When they said, 'Does it buzz?' 

He replied, 'Yes, it does!' 

'It's a regular brute of a Bee!' 

 

There was an Old Man who supposed, 

That the street door was partially closed; 

But some very large rats, 

Ate his coats and his hats, 

While that futile old gentleman dozed. 

 

For this activity, you will be required to write creatively. You will find the guidleines 

for this activity in your Portfolio of Evidence 
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4.4.2 Folklore, Myths and Legends 

These are stories that usually contain a moral. They were tales that were told as 

entertainment for children, while the adult telling the tale was also providing a 

moralistic tone for not behaving in a particular manner, so their purpose was two-

fold. There are many books and Internet sites that will provide traditional African 

tales and folklore. 

 

4.4.3 Short Stories 

These are stories written purely for entertainment, whether the tone is funny, sad, 

horrific, adventurous or mystical. Using words, the writer will build the scene and play 

out the story, keeping the reader spellbound till the last word. 

 

There are many other forms of creative writing, but for our purposes, we shall deal 

only with these. Make sure that, with all the examples provided, you look at how the 

writer has selected the words and used punctuation. 

 

4.5 The Layout 
 
If you need to use a heading, make sure that it is effective, compelling and catchy, 

that makes the reader want to know more. A heading should describe what will 

follow in the article, entice the reader to want to know more, and set the tone for the 

writing. 

 

Always make the layout of your writing suitable for the purpose. This makes it easier 

for the reader and allows them to scan the article if they should want to. Use an 

uncluttered layout, with point form only if you need to list things. 

 

If you think that your writing will be enhanced by using a diagram, picture, map, 

organogram or other visual means, then use it, but do not overdo it or use something 

that will distract the reader e.g. in the following extract, the positioning of the picture 

may captivate the reader. 
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4.6 How to get started 
 
Many people think that just because they may have read many books, they should 

be able to write a short story or poem. That is not the case. Every piece of writing 

has a set of requirements and rules of construction.  

 

The best method to use is to start small – get an idea, write it down, edit it, read it, 

adjust it, play around with words, read and redraft again. Somehow, you will land up 

with something that you will want to instantly discard, or something that is pleasing to 

you. Do not stop and think about the writing process at the beginning, but just get 

going and forget about the quality until much later. 

 

The following are tips on how to get started: 

 Understand the purpose for which you are writing, so that you can focus 

on the correct words, meanings and interpretations. 

 Remember the use of language and imagery mentioned when reading 

other people’s writings. 

 Read a book, think of an experience, look at something that interests you 

and then write it down. 

 Plan how you are going to expand on the original thought. This should be 

logical and not confuse anyone who later reads what you have written. 

 Try to write from your own experiences, but use your imagination to 

embellish them. 

 Use simple, clear and uncomplicated language, so that your ideas, 

thoughts and the purpose of the writing come through. 

 Avoid redundancy and verbosity, which are both means of using extra 

words that say nothing e.g. using “at this point in time” instead of just 

using “now”. 

 Carry a notebook so that you can jot down ideas. You may hear 

something while on a bus or in a café, or something that you see or smell 

may trigger an idea. 

 Don’t worry about the first draft. Just get it down on paper, and then leave 

it for a while. Come back to it later when your mind is clear and fresh and 
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then redraft. If this doesn’t have the desired result, follow this procedure 

again until you get what you want on the paper. 

 If you get stuck with trying to phrase a particular tricky sentence, ask for 

assistance from someone else. Other people will not have the “writer’s 

block” and may just mention something that will trigger the correct result 

for you. 

 Use a dictionary or thesaurus to help you with words. 

 Use short sentences, rather than long, unwieldy sentences that require a 

lot of punctuation. 

 Use the active voice because it is much shorter and easier to use. 

 Avoid discriminatory topics and words that could come across as sexist or 

racist. 

 Your first few sentences should provide the brief overview of what you are 

going to say, and the last sentence should provide the punch-line or 

summary. 

 Don’t think of writing as a chore that has to be done. Have fun with it, but 

get it done. 

 On completion, check the purpose for the writing and whether you have 

complied with the guidelines. 
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Module 5 

Improving Learning Strategies 
 

Learning outcomes to be achieved 

 To understand how to access, use and manage learning resources. 

 To formulate learning strategies. 

 To organise and manage occupational learning materials. 

 To reflect on how characteristics of a workplace and the occupational context 

affect learning. 

 To conduct research, analyse and present findings. 

 To lead and function in a team 

 

5.1 Accessing and using Learning Resources 
 
One of the easiest ways to access learning resources is to utilise a resource centre 

or a library. A resource centre is where you are able to find a collection of books, 

textbooks, literature, and non-book materials to support learners with reference 

materials that assist with the learning process. Almost all modern resource centres 

and libraries provide access to a variety of electronic resources, including the 

Internet as well.  

 

The resource centre should always feature in your learning strategy, as it should be 

part of your effective study programme. When doing a project or assignment you 

need to use different sources and provide a list of references or a bibliography of 

your sources. You need to know how to utilise a library or a resource centre to its 

fullest. When you are doing any type of research, should it be for personal 

development or for a formal assignment, it is important to select which sources to 

use. 
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5.2 Identifying Learning Resources 
 
Once you have selected a source, the next step is to identify its medium, which will 

help you to determine what information will be required to cite the source. Some 

types of sources commonly used include: 

 

 Book 

o  A bound work of significant size on a specific topic.  

 Documentary: 

o An audio or visual program on a non-fictional subject. 

 Edited book 

o A collection of articles or other written materials that are edited by one 

or more persons. This could include a collection of articles written by 

several different people, or a collection of primary sources drawn from 

a variety of different places, or a single diary, manuscript, or body of 

work that is edited. The editor is identified as such on the title page. 

 Government publication 

o Data or documents published by a national government, including 

census material, reports, and Acts of Congress. 

 Graphic illustration 

o An illustration, chart, or graph that could be part of another source or 

could stand alone. 

 Journal article 

o An article that is published in a scholarly journal. 

 Lecture 

o A publicly accessible oral presentation before an audience. 

 Magazine 

o A periodical publication that contains articles, stories, and other 

features. 

 Map 

o A spatial representation of data or regions. 

 Newspaper 

o A daily or weekly publication of current news, editorials, and feature 

articles. 
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 Personal communication 

o This could include a letter, an email, a conversation, or some other 

direct communication not publicly available (including lectures). 

 Thesis 

o A long scholarly paper written by either an undergraduate or graduate 

student, including a senior honours thesis or a dissertation submitted 

for an M.A., M.Sc., or Ph.D. 

 Web page 

o  A screen of information from the World Wide Web. 

Source: www.dartmouth.edu/~sources/web-site.html Retrieved 24 September 2006 

 

Another important resource to remember is the staff working in the library, who are 

able to show learners how to use the library, the catalogue and internet facilities as 

well as assist with audio cassettes and video tape facilities.  

 

5.3 Selecting Information and Acknowledging Sources 
 
Once you have selected the type of learning resource (e.g. book, magazine, Internet, 

visual media, etc.) that assists you with the required knowledge, it is important that 

you state where you found this information or cite your sources. 

 

According to Dartmouth College, you must always: 

 “Cite sources for all verbatim (when you state the same information in the 

exact words of the original text) quotations of two or more consecutive 

words.” 

 “Cite sources from which you paraphrase or summarise facts or ideas.”  

Source: www.dartmouth.edu/~sources/web-site.html retrieved 24 September 2006 

 

Even if you rephrase the wording of the original work, you must always give credit to 

the original source – or you are stealing someone else’s ideas. It is much better to 

err on the side of caution than not to cite – IF IN DOUBT - CITE. 

 



8974, 8975, 8976, 8979 English First Language Learner Guide  51 
 

INSETA copyright 2014 
 

 

There are obviously different ways to cite the sources, some of which are detailed 

below: 

 

Type of Resource How to Cite 

Book with One Author 

Author’s name 

Year Published 

TITLE 

Place Published 

Publisher 

Page (s) 

Example: Gell-Mann, M. 1994. The quark and the 

jaguar: Adventures in the simple and the complex. 

New York: Freeman. 

Book with Two Authors 

Authors' names 

Year published 

Title 

Place published 

Publisher 

Page(s) 

Example: Laplanche, J., & Pontalis, J.-B. 1973. 

Vocabulaire de la psychanalyse [The language of 

psychoanalysis]. Paris: Presses Universitaires de 

France. 

Journal Article 

Author's name 

Year published 

Title 

Journal title 

Volume number 

Page(s) 

Example: Mason, R. (1996). How things happen: 

Divine-natural law in Spinoza. Studia Leibnitiana, 

28, 17–36. 
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Magazine Article 

 

Author's name 

Date published 

Title 

Name of magazine 

Page(s) 

Example: Richardson, J. 1997, November. For 

love of Picasso. Vanity Fair, 128+. 

Web site 

Author's name 

Date published 

Title 

Name of organisation 

Electronic address (URL) 

Date accessed 

Example: Latner, R. B. 1996. Crisis at Fort 

Sumter. Retrieved February 14, 1998 from the 

World Wide Web: http://www.tulane.edu/~latner/ 

CrisisMain.html. 

 

Source: Darthmouth College. Sources the Use and Acknowledgement, Retrieved 25 

September 2006 from the World Wide Web: 

http://www.dartmouth.edu/~sources/web- 

 

5.4 Learning Strategies 
 

5.4.1 Summarising and Organising Texts  
 
To learn effectively you must be able to understand how texts are organised. This 

includes mentioning that: 

 Texts are broken down usually in the following manner: 

o Introduction 

o Main body 

o Conclusion 
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 Texts are also either written in the following manner: 

o Problem/solution 

o Comparison/contrast 

o Summary 

o Sequence, etc.  

 

Identifying how the text is being written increases your understanding. 

 

When reading it is also important to look at the following aspects to aid with learning: 

 Headings and subheadings 

 Table of Contents 

 Index 

 

All of the above assist you to know what to expect in the text and to logically predict 

what might happen. Texts that use indexes or items listed in alphabetical order are 

helpful for quickly finding information. 

 

When reading texts it is also important to understand how pictures and drawings 

serve to illustrate concepts, as well as the relationship between ideas. 

 

5.5 Specific Techniques for Learning 
 
Besides understanding how texts need to be read, there are several other important 

learning techniques. These are detailed below: 

 

5.5.1 SQ 3R Method 
 
One commonly used approach to reading, which works well for texts, is the Survey, 

Question, Read, Review and Recite (SQ 3 R) Method. The main steps are as 

follows: 

 Survey - before you read, scan the titles, headings, pictures and unit 

summaries  
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 Question - actively ask yourself questions as you read such as, what are 

the key topics in this section/unit?  

 Read - read for comprehension, locate concepts and facts, record and 

reduce information in the margins  

 Review - practice and rehearse the main concepts, reflect on key learning, 

anticipate exam questions  

 Recite - transfer information to long term memory  

 

5.5.2 Highlighting/Underlining 
 
Highlighting or underlining text helps you become an active learner and keeps your 

attention focused on the information in the text. When underlining, create a system 

that is easy for yourself and that does not interfere with your learning. 

 

Highlight information that is important and significant. It does not matter what you 

use to underline or highlights e.g. pen, pencil or highlighter. If you use a pencil, you 

can include additional written information or questions in the margin. A highlighter 

makes information stand out for easy reference later. The underlining in your text 

should be easily followed and should serve as a summary of the material.  

 

Besides highlighting the relevant information, below are some guidelines for effective 

retention of information: 

 Create summaries of the information at the end of sections.  

 Enclose information in boxes or circles to signify topics or material to be 

emphasised.  

 Make stars next to important examples, graphs, or diagrams.  

 Create lists in the margins of items that should be recalled in sequence.  

 Draw arrows to connect similar information found in separate paragraphs.  

 Write out explanations for abbreviations or unfamiliar vocabulary.  

 

When highlighting the recommend amount of text highlighted should be 

approximately 10 - 15 % of each page. That means a page containing 40 lines of text 

should have the equivalent of four to five lines highlighted. 
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5.5.3 Mnemonics  
 
Mnemonics is the name for a special type of learning technique that helps your 

memory make associations between information. There are several strategies that 

you can use, some of which are listed below: 

 Rhymes and Music:  

o Many poems, songs and games revolve around rhymes that help 

information recall. An example: The following rhyming phrase helps 

people to remember how to spell such difficult words as receive.  

I before E, except after C. 

 Acronyms:  

o Acronyms are new "words" made up from the first letter in a series 

of words. SAQA is an example. The S is from South, A is from 

African, Q is from Qualifications, and A is from Authority. Acronyms 

are useful when you need to recall a list of items, details, causes or 

parts of a whole. The trick to using acronyms, however, is practicing 

the bridge, or association, between the acronym and the 

information.  

 Imagery: 

o  This memory trick is especially useful for visual learners. When 

reviewing the information, place an image in your mind relating to 

the text - a diagram, a particular graph, picture, or map. Recall the 

image in the picture when you review the material. Example: 

Imagine your body when looking at a diagram of the circulatory 

system and the path that blood flows from the heart to the rest of 

the body. You can use your body to demonstrate the flow or follow 

the flow on the diagram. Always review the text that accompanies 

these images and tie the information together with the image. 

Practice the association between the image and the words every 

time you review.  

 Creative Sentences:  

o A creative sentence is another method used to recall a list of 

information or classification of any group of items. Example: Order 

of colours in the rainbow, or visual spectrum: 
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(Red, Orange, Yellow, Green, Blue, Indigo, Violet) 

Richard Of York Gave Battle In Vain. 

Source: http://www.ccis.edu/departments/writingcenter/ studyskills.html, retrieved 25 

September 2006 

 

5.6 Learning Activities for Groups 
 
Besides individual learning techniques there are also group learning techniques that 

you can use. Researchers report that people learn best when they are actively 

involved in the process. Learners working in small groups tend to learn more of what 

is taught and retain it longer than when the same content is presented in other 

instructional formats. Group activities allow learners to interact with others as well as 

providing a simulation of what takes place in the real world. Group activities allow the 

group to share with one another and this in turn stimulates new insights and ways of 

thinking in order to remember the material. 

 

5.6.1 Brainstorming  
 
Brainstorming is a technique used individually or in groups to generate ideas quickly. 

In brainstorming it must be remembered that: 

 no response is wrong. 

 every response is accepted without discussion or argument. 

 

Only after there has been sufficient time to come up with ideas, does the group sift 

through the responses to determine which is best.  

5.6.2 Concept Mapping  
 
This is the creation of visual representations showing the relationship between 

concepts. Circles are drawn containing concepts and are connected with lines and is 

also called mind mapping. The lines may have phrases showing the connection 

between concept circles, and can be used for groups or individually. The process 

offers practice with critical thinking skills such as categorisation, and comparing 

and/or contrasting concept elements.  
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5.7 Memorising Techniques 
 
Some people believe rote-learning (learning large amounts of information word for 

word) is the only strategy for memorising, but in fact, this is a difficult strategy to use 

effectively if you have a large amounts of work to remember.  

 

To assist your memory it is important to connect it with something that it can 

remember. You can remember things better when you associate them with 

something else such as: 

 an episode 

 fact 

 procedure 

 knowledge 

 

Answer the following questions: 

What was your first day at school like? (episode) 

What is your home postal code? (fact) 

Where did you have your last lecture? (episode) 

How do you open a document on the computer? (procedure) 

A key concept in your favourite topic (knowledge) 

 

Our long term memory is organised so we can remember facts, episodes, knowledge 

and procedures.  

The main fact to remember about remembering is: 

There can be no learning without remembering, and learning and remembering 

are not the same thing 

 

An important aspect of any learning strategy is to continually check whether you are 

actually learning and that your memory is remembering what you are learning. 

 

“We remember what we understand; we understand only what we pay attention to; 

we pay attention to what we want.” - Edward Bolles  
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Human memory works on two different levels: short-term memory and long-term 

memory. 

 Short-term memory 

o includes what you focus on in the moment and what holds your 

attention. Most people can only hold about 7 items of information in 

short-term memory at any given moment (like a phone number). To 

learn information so that you can retain and recall it, you must transfer 

it from short term to long-term memory. 

 Long term memory 

o includes all the information that you know and can recall. In many 

ways, it becomes a part of you. Once information becomes a part of 

your long-term memory, you will have access to it for a long time. 

 

5.7.1 How We Forget 
 
A famous study on forgetting textbook materials compared the percentage of 

material remembered after different intervals of time.  

 

The results were as follows:  

After 1 day  54% was remembered. 

After 7 days  35% was remembered. 

After 14 days  21% was remembered. 

After 21 days  18% was remembered. 

After 28 days  19% was remembered. 

After 63 days  17% was remembered. 

 

5.7.2 Keys to Remembering 
 
You can learn to remember more effectively if you learn and use the four guidelines 

described below. Each one helps you to enter information into your long-term 

memory. 
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 Choose to remember 

o Be interested, pay attention and want to learn and know. What you 

want is an important part of learning. When people are interested 

and want to learn, they learn and remember more effectively. 

 Visualise or picture in your mind what you want to remember 

o For many people, a mental picture or visualisation is clearer and 

easier to remember than words. For each major concept that you 

want to remember, create a mental picture and then look at it 

carefully for a few seconds. Once you've seen it clearly, you will 

probably be able to recall it. 

 Relate the ideas and information you wish to remember to each other 

and to ideas and information you already know 

o When you relate information to other information, you create a 

chain of memories that lead to one another. When you label an 

information chain or group of ideas, you create a kind of "file" that 

makes it easy to locate and remember the information. 

 Repeat what you wish to learn until you over-learn it 

o Say it in your own words. Even though you have already learned 

something, go over it one more time. Research shows that the time 

you spend on over-learning and putting ideas into your own words 

will pay off by making recall easier and more complete.  

5.7.3 Reviewing 
 
Reviewing by checking understanding, clarifying meaning and confirming the 

accuracy of the information will also allow information to be retained longer. Texts 

must be read and viewed in detail and interpreted in your own words to ensure that 

the meaning is being retained in the right context. 

 

5.8 Manage Learning Materials 
 
When managing occupational learning materials, you need to ensure that there is a 

logical order and that the resources will be used efficiently. The most common types 
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of learning materials that you will use in whatever field you are studying is the 

following: 

 Videos 

 Internet 

 Texts 

 Handouts 

 Text books 

 Charts 

 Maps 

 Plans 

 Diagrams 

All of these resources need to be maintained in an efficient manner such as: 

 Videos should be labelled correctly with the Title and the date recorded for 

ease of reference. Videos are useful because they are visual in nature and 

both seeing and hearing is a good way to remember information. 

 Textbooks and texts should be filed in a book shelf in category order e.g. all 

textbooks relating to Computing should be together, as should be all texts on 

Project Management. 

 Handouts should be neatly filed in folders that are clearly labelled and the 

name and date that each handout was received should be on the first page for 

reference purposes. 

 Internet searches are more difficult to file as hard copies, but any relevant 

data that is collected and needs to be referred to should be filed electronically 

in appropriately named folder.  

 Charts and maps should be filed either manually in folders or electronically. 

 

Besides keeping a good record of the information received it is also important to 

understand the layout and presentation of learning materials. This includes 

understanding the index, contents page, and glossaries. 

 

See the table below for a description of the layout described above. 
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Part of the Text Description 

Index An alphabetical listing of important topics in a study and the 

page numbers on which important information about the topics 

can be found. (Located at the end of the document usually after 

the bibliography and glossary) 

Table of 

Contents  

A table of contents is a detailed listing of all the sections in a 

manual, report or book with their page numbers. The table of 

contents should include the unit headings and first level 

subheadings in each unit. (Located at the beginning of the 

document right after the Title page) 

Bibliography An alphabetical listing of the sources used in the book, report or 

thesis. (At the end of the document, book, report, etc.) 

Glossaries New or unfamiliar terms are listed alphabetically in the glossary. 

(At the end of the document after the bibliography) 

 

In most texts there are standard formats. Most texts include the following: 

 Title page  

 Title 

 Acknowledgements 

 Table of Contents 

 Introduction 

 Body of the text 

 Conclusions 

 Bibliography 

 Glossary 

 Index 

 Appendices 

 

5.9 Conduct Research and Present Findings 
 
Research is a means of analysing or breaking down a topic or concept into its parts 

in order to inspect and understand it, and to restructure those parts in a way that 

makes sense to you. In an analytical research paper, you do the research to become 
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an expert on a topic so that you can restructure and present the parts of the topic 

from your own perspective. 

 

A research paper presents the results of investigations on a selected topic, based on 

thoughts and facts and ideas that have been gathered from a variety of sources. A 

research paper is a creation that is uniquely your own. The experience of gathering, 

interpreting, and documenting information, developing and organising ideas and 

conclusions, and communicating them clearly will prove to be an important and 

satisfying part of your education. 

 

Where are Research Problems Found? 
 
Research problems are found everywhere, and focus either on explaining knowledge 

already studied or to create new knowledge. It is important to keep the heart of the 

research project in the problem and it should represent the single goal of the 

research effort. 

 

5.9.1 Gathering Information 
 
The two most common methods of getting information are by observing and 

questioning. Questioning usually includes either qualitative or quantitative research.  

 

5.9.1.1 Qualitative research  

This is a probing type of research. The questions are in-depth and require responses 

that you have to think about, not yes or no questions. The researcher wants the 

consumer to share their thoughts on a subject without influencing them e.g. “What 

type of packaging attracts your attention when you are shopping?” A customer may 

explain they look for bright, eye catching packaging or they may explain that they are 

attracted by a particular shape of a container because of it pours easier. Qualitative 

research tries to find out as much detail as possible and allows for follow-up 

questions.  
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The most popular type of qualitative research is the focus group interview. A focus 

group interview involves interviewing 6 – 10 people in an informal group setting. The 

aim of the group is to interact and to stimulate thinking. Most sessions last an hour 

and there are lots of questions asked. Sessions are often videotaped so that different 

managers can form their own impressions of what is happening. The disadvantage 

of focus groups is that they are hard to analyse objectively. The results sometimes 

may not truly reflect the true feelings of everyone, but only of a certain segment. 

 

Qualitative research can provide good ideas, hypotheses and scenarios, but other 

approaches are needed that are based on more representative samples and 

objective measures that test the hypotheses. (Perreault, Jr. and McCarthy 1996: 

163) 

 

5.9.1.2 Quantitative Research  

Quantitative research focuses on structural responses that can be summarised in 

terms of numbers, percentages, averages or any other statistical method. 

 

Quantitative research allows for larger sample groups. Survey questionnaires are 

probably the most popular method of quantitative research. Surveys provide fixed 

responses to questions to simplify the analysis of results. Multiple-choice questions 

allow respondents to answer quickly and also allows for quicker analysis. Other 

popular methods are fill-in-a-number and to have respondents indicate how much 

they agree or disagree with a statement. Another approach is to have respondents 

rate a product, feature, or store. 

 

Fixed responses that are able to be read by a computer are the easiest to analyse 

because of the time factor and the statistics are available almost immediately. 

 

5.9.1.3 Questionnaires 

Questionnaires are normally used to gather information for single use e.g. a 

television manufacturer wants to develop a new type of television and may use a 

questionnaire to determine what features users would like and any enhancements 
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Decide on questionnaire 

Decide on types of 
questions

Draft questionnaire 

Administer pilot programme 

Administer questionnaire 

Report results 

No 
Is questionnaire necessary? 

Yes 

No Are questions reliable? 

Yes 
No Are questions valid? 

Yes 

No Is questionnaire satisfactory? 

Yes 

that might be feasible, or any aspects that users are dissatisfied with. This also 

allows the manufacturer to see where to improve future models. 

 

It is important also to have an ethical survey. This means that you should try to 

conduct a survey or design a questionnaire that is free of potential bias and it should 

also protect the rights of privacy of those surveyed, and protect the confidentiality of 

individuality concerning the information being asked. 

The following diagram shows the process to be followed when producing 

questionnaires. 
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Source: “Business Communication Descriptive and Prescriptive Writing”, Educor 

Distance Learning, May 2001, p107 

 

5.9.1.3.1 The questionnaire process consists of six steps: 
 

 Make sure that a questionnaire is necessary 

Producing and filling out questionnaires are both time-consuming and 

expensive. It is important to first find out as much information as possible from 

other sources such as previous reports, statistics and library resources. The 

investigation should establish whether there is definitely a need for a 

questionnaire and should assist in the gathering of information. 

 

 Select the type of questions 

The most common types of questions are: 

o Alternative choice questions: These questions limit the response to 

only two possible answers such as:  

 Yes/no  

 Male/female  

 30 and under/over 30 

This can also include banding (where numbers are used, rather than 

opinions). This type of questioning is especially useful for sensitive or 

personal data such as age or salary. For example: 

Age (please tick one) under 20 

         20 – 29 

         30 – 39 

         40 – 49 

         50 and over 

 

Banding can make the collation of information easier e.g. if 100 people 

from an organisation replied to a survey giving their ages, it is likely 

that 20 or 30 different ages would be registered but it would be unusual 

to report that one person was 19 years old, two were 20, one was 21 
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and so on; it would be more likely that bands, as shown above would 

be used. 

 

o Multiple choice questions: These questions allow a choice from a 

number of options. It is important that the options cover a wide range of 

ideas or products. For example, say the options for the question 

“Which is your favourite perfume?” were as follows:  

 D&G 

 CKY 

 Thiery Mugler 

 Etc. 

 

You might also have to leave an option entitled ‘Other’ with space for 

an explanation for another option that was not mentioned. 

 

o Ranking questions: Ranking options allows the respondent to choose 

in order of preference, for example: Rank the following automobiles in 

order of preference. Use 1 to indicate your first choice, 2 for your 

second choice, and so on:  

 Audi Mercedes  

 Benz  

 BMW  

 Toyota  

 Jeep 

 

o Rating questions: In rating questions the respondent is required to 

evaluate and rate the importance of items. Likert scales are probably 

the best-known rating scales. They are usually characterised by the 

headings Strongly Agree’, ‘Agree’, Disagree’, and ‘Strongly Disagree’. 

Other popular headings are: ‘Very Important’, ‘Somewhat Important’, or 

‘Not Important’ are used.  

The following is an example: 
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TICK YOUR CHOICE TO INDICATE THE IMPORTANCE YOU ATTACH TO 

THE FOLLOWING ITEMS WHEN CHOOSING AN AUTOMOBILE: 

 Very 

important 

Somewhat 

important 

Not 

important 

Easy to drive     

Design of Car     

Fuel consumption    

Safety    

Space    

Reputation    

Extra features    

 

o Fill in the blanks: Blank questions may be used to determine either 

factual answers or opinions:  

 ‘How long have you lived in East London?’  

 ‘What do you think is the most important aspect of your 

work?’ 

 

o Open-ended questions: Open-ended questions allow the respondent 

to express himself on a particular topic or issue. A blank space is left 

where the respondent gives an answer e.g. ‘What was the best part of 

the course?’ Open-ended questions are usually used when there are 

many possible answers, or when a multiple-choice question might 

overlook some important response. 

5.9.1.3.2 Design the questionnaire 
 

The response to questionnaires is voluntary. If you are sending the questionnaire in 

the mail, it is usually a good idea to send a persuasive letter explaining the 

importance of the questionnaire. A questionnaire usually has three sections: 

 An introduction explaining the purpose of the questionnaire and giving 

instructions for completion. 

 Relevant personal details - people do not always like giving personal 

details so make sure it is necessary for a person to give his or her name. 
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 Questions - when asking questions remember to limit the type of 

questions, make them specific, and do not have more than one subject in 

a questionnaire. 

 

5.9.1.3.3 Test the questionnaire 
 
Often questions are not always clear on a questionnaire and also sometimes we 

have made wrong assumptions about the range of answers. Therefore it is advisable 

to test the questionnaire on a sample group of 10-20 people, to see if there are any 

weaknesses before giving the full sample to be tested. 

 

Deciding how you are going to administer the survey is also an important aspect. 

The following are some options: 

Mail questionnaires:  

 Decisions on what type of questions to ask and how to ask them are usually 

related to how the respondents will be contacted. The most common method 

is by mail, which is useful when there is a large demographic area to cover. 

With a mail questionnaire, consumers are able to complete the survey at their 

convenience and they may also tend to be more forthcoming with their 

answers because they are anonymous. Obviously the questions must be clear 

and concise because there is no one to explain anything should the questions 

be unclear. 

 

The disadvantage of mail questionnaires is that many people will not complete 

them or return them. According to Perreault and McCarthy, only 25% of 

people contacted return surveys. Sometimes organisations give incentives for 

people to return questionnaires in the form of cash prizes. Another 

disadvantage of mail questionnaires is that the target pool may not be 

representative – sometimes people only respond to questionnaires that 

interest them personally and this may affect the answers because it might not 

give a true reflection of the entire populations’ feelings on the subject matter. 
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Mail surveys are cost effective if a large number of people respond but should 

the response rate be poor, then this may cost an organisation a large amount 

of money. The other problem that arises from mail surveys is that the time 

frame when the information is returned is usually a month or more which 

some instance may be too long for important decisions to be made. 

Telephone surveys:  

Telephone surveys are one of the most popular ways of gathering data, and 

they are fast and effective because you get your answers immediately. The 

advantages of telephone surveys are that the interviewer can ask questions to 

probe and really find out what the consumer feels. The disadvantage is that 

many people find telephone calls bothersome and refuse to answer them. If 

there is confidential information that the interviewer is trying to find out, the 

chances are very remote that a consumer will divulge this information over the 

telephone. Unfortunately, many criminal scams in the past few years have 

been used to gather confidential information through telephone surveys and 

therefore many people are sceptical about giving important information out 

over the telephone. 

 

Telephone surveys are sometimes conducted by research firms that have 

been paid to conduct the interviews. A research firm usually has about 50 

interviewers with over 1,000 calls being made in one evening. For this reason, 

large corporations often decide to utilise telephone surveys. 

 

Personal interview:  

This is often one that is conducted by people standing in shopping centres 

with a clip board. A personal interview is usually the most expensive primary 

data collection method because it takes time with one interviewer conducting 

the interview with one person at a time. The advantage of the personal 

interview is that the respondent’s attention is kept and the interviewer is right 

there to clarify any issues. Marketers often use personal interviews on 

customers because of the personal contact and the need to have information 

explained to them. Often personal interviews are conducted at shopping malls 
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where there are a large number of people available. This is called a mall 

intercept interview because the interviewer stops a shopper and asks for 

responses to the survey. Pepsi and Coca-Cola are famous for their mall 

intercept interviews. 

 

5.9.1.3.4 Administer the questionnaire 
 
An essential part of administering the questionnaire is deciding how many 

respondents will be required. The number of people you survey depends on the 

amount of “sampling error” you are willing to have. Sampling error describes the 

possible difference between your findings and the true results if you were able to 

obtain valid responses from everyone. The more people you survey, the smaller the 

sample error will be. Below is a chart showing the sample size needed for each 

amount of sample error. 

 

Random Sample Size Sample Error 

196 7% 

264 6% 

384 5% 

600 4% 

1,067 3% 

2,401 2% 

9,604  1% 

 

It is also important to remember who the respondents that you are sampling will be 

e.g. if you are collecting responses for a company, it will be different to sampling 

learners to find out information. Below is an example of a survey used to find out the 

use of cigarettes by students, note the language is appropriate for students to 

understand. 
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EXAMPLE OF A QUESTIONNAIRE 

Global Youth Tobacco Survey (GYTS) 2001 

 

THE NEXT 10 QUESTIONS ASK ABOUT YOUR USE OF TOBACCO. 

 

1. Have you ever tried or experimented with cigarette smoking, even one or 

two puffs?  

a. Yes 

b. No 

 

2. How old were you when you first tried a cigarette?  

a. I have never smoked cigarettes 

b. 7 years old or younger 

c. 8 or 9 years old 

d. 10 or 11 years old 

e. 12 or 13 years old 

f. 14 or 15 years old 

g. 16 years old or older 

 

3. During the past 30 days (one month), on how many days did you smoke 

cigarettes?  

a. 0 days 

b. 1 or 2 days 

c. 3 to 5 days 

d. 6 to 9 days 

e. 10 to 19 days 

f. 20 to 29 days 

g. All 30 days 

 

4. During the past 30 days (one month), on the days you smoked, how many 

cigarettes did you usually smoke?  

a. I did not smoke cigarettes during the past 30 days (one month) 

b. Less than 1 cigarette per day 

c. 1 cigarette per day 
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d. 2 to 5 cigarettes per day 

e. 6 to 10 cigarettes per day 

f. 11 to 20 cigarettes per day 

g. More than 20 cigarettes per day 

 

5. During the past 30 days (one month), how did you usually get your own 

cigarettes? (SELECT ONLY ONE RESPONSE)  

a. I did not smoke cigarettes during the past 30 days (one month) 

b. I bought them in a store, shop or from a street vendor 

c. I bought them from a vending machine 

d. I gave someone else money to buy them for me 

e. I borrowed them from someone else 

f. I stole them 

g. An older person gave them to me 

h. I got them some other way 

 

6. During the past 30 days (one month), what brand of cigarettes did you 

usually smoke? (SELECT ONLY ONE RESPONSE)  

a. I did not smoke cigarettes during the past 30 days 

b. No usual brand 

c-g. (Add 5 most common brands) 

h. Other 

 

7. How much do you usually pay for a pack of 20 cigarettes?  

a. I don’t smoke cigarettes. 

b. I don’t buy cigarettes, or I don’t buy them in packs. 

c.-h. include a range of prices from cost of a pack of 20 of cheapest local brand 

through to cost of pack of 20 imported cigarettes.) 

 

8. During the past 30 days (one month) how much do you think you spent 

on cigarettes?  

a. I don’t smoke cigarettes. 

b. I don’t buy my cigarettes. 

c. R5.00 – R7.00 
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d. R7.05- R10.00 

e. R10.05- R15.00 

f. R15.01 – R20.00  

 

9. If one of your best friends offered you a cigarette, would you smoke it?  

a. Definitely not 

b. Probably not 

c. Probably yes 

d. Definitely yes 

 

10. Has anyone in your family discussed the harmful effects of smoking with 

you?  

a. Yes 

b. No 

 

THE NEXT 6 QUESTIONS ASK ABOUT YOUR ATTITUDES TOWARD STOPPING 

SMOKING 

 

11. Do you want to stop smoking now?  

a. I have never smoked cigarettes 

b. I do not smoke now 

c. Yes 

d. No 

 

12. During the past year, have you ever tried to stop smoking cigarettes?  

a. I have never smoked cigarettes 

b. I did not smoke during the past year 

c. Yes 

d. No 

 

13. How long ago did you stop smoking?  

a. I have never smoked cigarettes 

b. I have not stopped smoking 

c. 1-3 months 
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d. 4-11 months 

e. One year 

f. 2 years 

g. 3 years or longer 

 

14. What was the main reason you decided to stop smoking?  

a. I have never smoked cigarettes 

b. I have not stopped smoking 

c. To improve my health 

d. To save money 

e. Because my family does not like it 

f. Because my friends don’t like it 

g. Other 

 

15. Do you think you would be able to stop smoking if you wanted to?  

a. I have never smoked cigarettes 

b. I have already stopped smoking cigarettes 

c. Yes 

d. No 

 

16. Have you ever received help or advice to help you stop smoking?  

a. I have never smoked cigarettes 

b. Yes, from a program or professional 

c. Yes, from a friend 

d. Yes, from a family member 

e. Yes, from both programs or professionals and from friends or family 

members 

f. No  

 

THE NEXT 6 QUESTIONS ASK ABOUT YOUR KNOWLEDGE OF MEDIA 

MESSAGES ABOUT SMOKING 
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17. During the past 30 days (one month), how many anti-smoking media 

messages e.g. television, radio, billboards, posters, newspapers, 

magazines and movies have you seen?  

a. A lot 

b. A few 

c. None 

 

18. When you go to sports events, fairs, concerts, community events, or 

social gatherings, how often do you see anti-smoking messages?  

a. I never go to sports events, fairs, concerts, community events, or social 

gatherings 

b. A lot 

c. Sometimes 

d. Never 

 

19. When you watch TV, videos, or movies, how often do you see actors 

smoking?  

a. I never watch TV, videos, or movies 

b. A lot  

c. Sometimes  

d. Never 

 

20. Do you have something (t-shirt, pen, backpack, etc.) with a cigarette 

brand logo on it?  

a. Yes 

b. No 

 

21. During the past 30 days (one month), how many advertisements or 

promotions for cigarettes have you seen in newspapers or magazines?  

a. A lot 

b. A few 

c. None 

 

22. Has a (cigarette representative) ever offered you a free cigarette?  
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a. Yes 

b. No 

Source: http://www. GYTS_samplequestionnaires.htm, 07 July 2004 

 

5.9.1.3.5 Report the results 
 
The final aspect of conducting a survey is communicating the findings clearly and 

accurately so they can be used in decision making. A formal report is normally 

written in order to present the findings of your questionnaire. 

 

Steps in the research process 

 

 

 

 

 

Develop a research 
question 

Generate a research 
hypothesis                              

that is testable & 
measurable

Choose a research 
design (Decide on 

what must be done & 
what is possible)

Collect data to 
support the 

hypothesis and ideas

Analyse data and 
form conclusions

Report the research 
results and present in 

a written format
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Guidelines for conducting research 

 

 

Source: www.crlsresearchguide.org, retrieved 29 September 2006 

 

 

 

Step 6:  Evaluation

Judge the product or performance Judge the information solving 
process

Step 5:  Synthesis:  Putting it all together

Organise info from multiple 
sources Create a product or performance

Step 4:  Use of Information

Engage the info in the source 
(read, hear, view, touch) Extract info form a source

Step 3:  Location and Access

Locate sources Find information within sources

Step 2:  Information Seekin Strategies

Determine the range of possible 
sources

Evaluate the different possible 
sources to determine priorities 

Step 1: Task Definition

Define the problem Identify the information 
requirements of  the problem
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The following are practical steps that can be used in the research process: 

 

Source: www.crlsresearchguide.org, retrieved 29 September 2006 

 

5.9.6.1 Presenting the Findings 

 
The most commonly acceptable format for presenting a research report is to use a 

basic report consisting of: 

1. Cover Page (Title of the Research Report) 

2. List of contents 

3. Introduction 

Select a topic List key words Get more info 
from a source

Make source 
cards for sources 

to be used

Using general 
overview, refine 
and define topic

Write a statement 
of purpose about 

focused topic

Brainstorm 
questions

Group questions 
under similar 

headings

Add new 
questions

Repeat step 2 
listing more key 

words

Make a list of 
possible sources

Find sources in 
libarary and make 

source card

Make note cards 
used in 

brainstorming

Change 
statement of 

purpose into draft 
thesis statement

Make an outline 
of your heading

Refocus thesis 
statement if 

needed

Write the body of 
the paper from 

notes

Cite information 
with parenthetical 

citations

Write introduction 
and conclusion

Write your works 
cited 

(bibliography)

Create title page Evaluate your 
work
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4. Sections of the content 

5. Glossary 

6. References 

7. Appendix 

 

5.10 Teamwork 

5.10.1 What Is a Team?  
 
A team consists of several people who are grouped together to accomplish a 

common goal. They are dependent on one another for the eventual results, and are 

equally accountable for the quality of these results. 

 

By now you have many occasions to work in groups or teams, and will know whether 

you are able to function in a team. The following is to highlight the essentials that you 

may have taken for granted, and to assist you with your final activity, which must be 

performed as a team. 

 

5.10.2 Characteristics of an Effective Team  
 

 Clear understanding of purpose and objectives  

 Mutual respect, trust, and support  

 Open, honest, and frequent communication  

 Respect of individual differences  

 Ability to accept leadership authority and to manage conflict 

5.10.3 Working as a Team 
 Always try to understand each person's strengths and limitations without 

being judgmental.  

 Keep the team objectives in mind and refrain from having individual 

“egos”.  

 Plan on regular fixed times to communicate as a group and keep 

communication at a professional level.  
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 Be supportive of the team coordinator and always cooperate. Accept 

group decisions and do your best to make them work once decided. 

5.10.4 Functioning in a Team 
 
Developing interpersonal skills is an important aspect for understanding how to 

function within a team. A crucial building block of any active learning is working 

together as a team, as in learning situations people have to work together in 

meetings, excursions, discussion groups, activities and workshops. 

 

5.10.5 Roles of Team Members 
 
Effective teamwork requires effective structure and organisation. In this connection, 

experience and research suggests that small groups work best when members 

adopt specific roles, including: 

 

Team Leader (Chair)  

The role of the leader is to set goals for the group, develop plans for achieving 

those goals, and stimulate discussion and keep the team focused and on the 

task. Another responsibility of the team leader is to encourage everyone to 

participate, while fostering a culture of mutual respect.  

Reporter/Minute Taker 

The main role of the Reporter or Minute Taker is to record main points in the 

discussion and to compile and distribute notes, minutes, plans, etc. to the 

group. 

Observer 

The role of the observer is to report to the group their impressions about how 

they are functioning and what is working or not working. The observer also 

suggests ways of improving the team’s discussions and should report to the 

group either personally after a meeting or electronically. 
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Other Participants:  

The rest of the team should actively strive to ask questions, contribute ideas, 

and contribute to deliberations. All team members have a responsibility to 

ensure that everyone is given an opportunity to contribute as this will add to 

the success of the team. 

 

5.10.6 Rules and Procedures 
 
Effective teamwork also requires practical rules and procedures. Each group should 

devise its own rules and procedures dealing with issues such as: 

 Rotation of roles.  

 Decision-making (consensus; majority, etc). 

 Rules of order (free flowing; structured, etc). and, organisation of work. 

 

5.11 The Challenges and Conflict Issues 
 
Even in teams that have been structured properly there is a challenge of effectively 

resolving conflict issues. Conflict can arise at any moment, and might have started 

as a minor misunderstanding, which could escalate into a major encounter, laden 

with friction and hurt feelings, and wasted time.  

 

It is a challenge to always be aware of conflict situations. In conflict resolution the 

aim is to defuse emotions, encourage people to communicate, and help them focus 

on resolving the problem, not on attacking each other.  

 

The following are key principles that should be used to resolve conflict: 

 

1. Maintain or enhance the self-esteem of the team members. 

a. Focus on facts, do not attack. 

b. Acknowledge efforts towards solutions. 

 

2. Listen with empathy 

a. Suspend judgment – listen carefully and stay objective 
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b. If you are the mediator, do not take sides and remember there are two 

sides to every story. 

c. Do not jump to conclusions but allow each person to furnish valuable 

information before making a decision. 

 

3. Allow open and honest sharing of thoughts, feelings and rationale 

a. Clarify issues (sometimes conflict is just ‘miscommunication’ or a 

wrong interpretation of communication.) 

 

4. Develop ideas for solving the conflict 

 

5. Agree on a plan for resolving the conflict 

 
6. Close by summarising and confirming confidence 

 

5.12 Workplace Learning 
 
Holliday (1998, Module 2) refers to workplace learning as:  

“The processes and outcomes of learning that individual employees and 

groups of employees undertake under the auspices of a particular 

workplace. Both the processes and outcomes of learning involve changes 

in the meanings that individuals and all employees apply to their 

workplace; learning in the workplace involves changes in feelings and 

value, knowledge and understandings, and skills that have relevance for a 

particular workplace. Workplace learning comes about as a result of 

individual and groups of employees being both willing and able to satisfy 

individual, group and whole workplace needs through autonomous self-

direction, supported and tempered by workplace co-operation.” 

http://www.ifla.org 

 

It must not be forgotten that the main objective of a workplace is to produce goods 

and services, but they are also important locations for learning. Research has found 

“that the complex interactions of government policies, workplace regulations and 

individual worker dispositions contribute to the uneven quality of learning 
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environments and learning opportunities. “ (Teacher and Learning: Research 

Briefing, March 2004, http://www.tlrp.org.) 

 

Below is a correlation of this belief as depicted by the Teacher and Learning, 

Research Briefing publication: 

 

 

 

 

 

 

 

Workplace can be more 
expansive or more restricitve 

as learning environments

•Expansive - restricitve 
framework provides a new 
way to analyse and assess 
quality of learning 
environments and to improve 
learning

Skills of workers 
influence working 

environment & 
how workers react 
to & interact with 

environment
•Improving workplace 

learning often entails 
making changes to 
regulatory 
frameworks.

•Issues of worker 
status and unequal 
access to learning 
have to be addressed

Regulatory 
frameworks & 

government policy 
impact on 

opportunities for 
workplace learning

•One size fits all approach  to 
learning can be problematic as 
workers can respond in different 
ways.

•There might be resistance to 
learning  rather than enthusiasm
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These three dimensions are inter-related. None of them can be properly understood 

without the others, i.e. approaches to improving learning at work need to address 

these complex interrelationships. The expansive - restrictive framework is one 

possible tool for doing that.” (Teacher and Learning: Research Briefing, March 2004, 

http://www.tlrp.org.) 

 

From an educational perspective, occupational learning and the workplace is 

definitely something that should not be overlooked, but in the same breath, it is 

actually the individual’s responsibility to value their own learning. As stated in the 

article, “Improving Learning in the Workplace”, March 2004: Workplace learning can 

be a positive experience for employees “when they receive support from their fellow 

workers, and where their (often tacit) skills are recognised and utilised by the 

employer. The dispositions and actions of workers influence their responses to 

opportunities to learn. Those dispositions are influenced by the worker’s past life 

history, their current working environment, and the effects of work regulation and 

government initiatives.”  

(Teacher and Learning: Research Briefing, March 2004, http://www.tlrp.org.) 

 


