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Specific Outcome  
 

On completion of this section you will be able to use a range of reading 

and/or viewing strategies to understand the literal meaning of specific 

texts.  

Assessment Criteria  
 

On completion of this section you will be able to: 

 

❖ Unfamiliar words/signs are identified. Their meanings are correctly 

determined by using knowledge of syntax, word-attack skills/sign 

parameter/analysis skills, and contextual clues. (SO 1, AC 1) 

❖ Different options for the meanings of ambiguous words are tested, 

and selected meanings are correct in relation to the context. (SO 1, 

AC 2) 

❖ Main ideas are separated from supporting evidence and 

paraphrased or summarised. (SO 1, AC 3) 

❖ The purpose of visual and/or graphic representations in texts are 

recognised and explained. (SO 1, AC 4) 

❖ Features of visual texts are explained in relation to the way they 

impact on meaning. .(SO 1, AC 5) 
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1.1 INTRODUCTION 

The importance of reading skills in today's society is enormous; with the advent of the Internet, 

people don't just rely on newspapers and postal correspondence. E-mail, texting, e-books and 

even reading the news on your cell phone is part of everyday life. Whether you're reading the fine 

print on a contract, escaping into a good book or posting on someone's Facebook page, you're 

using needed reading and comprehension skills. If you or someone you know needs a little help 

with these essential abilities, reach out for assistance to free programs in your area. 

1.1.2 DEFINITION OF READING 

'Reading' is a complex cognitive process of decoding symbols for the intention of deriving 

meaning (reading comprehension) and/or constructing meaning. It is the mastery of basic 

cognitive processes to the point where they are automatic so that attention is freed for the 

analysis of meaning. 

Reading is a means of language acquisition, of communication, and of sharing information and 

ideas. Like all language, it is a complex interaction between the text and the reader which is 

shaped by the reader’s prior knowledge, experiences, attitude, and language community which is 

culturally and socially situated. The reading process requires continuous practices, development, 

and refinement. 

NOTE: Readers use a variety of reading strategies to assist with decoding (to translate 

symbols into sounds or visual representations of speech) and comprehension. Readers may 

use morpheme, semantics, syntax and context clues to identify the meaning of unknown 

words. Readers integrate the words they have read into their existing framework of 

knowledge or schema (schemata theory). 

 

1.1.3 IMPORTANCE OF READING  

Reading skills are important in business; pleasure and education; 

 

Business 

In generations past, it was common for people who couldn't read to sign a contract with an "X" 

and trust the document was indeed how the banker or other official described. In today's 

economic climate, it would be hard to simply believe what your lawyer or bankers told you and 

potentially sign your life away without reading the document. No matter what career you have, 

reading is needed on the job and in your personal business. Contracts, credit card statements, 

safety handbooks, software manuals and e-mails from your boss are daily situations requiring 

http://www.ehow.com/culture-and-society/
http://www.ehow.com/internet/
http://en.wikipedia.org/wiki/Cognitive_process
http://en.wikipedia.org/wiki/Symbols
http://en.wikipedia.org/wiki/Reading_comprehension
http://en.wikipedia.org/wiki/Language_acquisition
http://en.wikipedia.org/wiki/Information
http://en.wikipedia.org/wiki/Speech
http://en.wikipedia.org/wiki/Morpheme
http://en.wikipedia.org/wiki/Semantics
http://en.wikipedia.org/wiki/Syntax
http://en.wikipedia.org/wiki/Schemata_theory
http://www.ehow.com/careers/
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you to exercise reading skills. Promotions often depend on these skills, especially if you must 

take a written exam or need further certification for a higher position.  

 

I. Pleasure 

One of life's great and cheapest pleasures is escaping in the pages of a book, whether 

you prefer a thrilling bestseller or one of the literary classics. Books engage the 

imagination in a way that movies can't manage; if you're reading a story, you're taking the 

author's words and picturing your own images. Your mind can create special effects 

Hollywood can't touch, and it all happens each time you turn a page. Not being able to 

read or suffering from poor reading skills can rob a person of the inner peace found while 

reading a religious text or inspiration gleaned from a biographical success story. This 

doesn't have to be a quiet, stationary activity, either. Trying a new recipe from a 

cookbook, exploring a new hobby and reading aloud to a wide-eyed toddler can make 

wonderful memories. Reading is also needed when you surf Web pages or receive a 

letter from a dear friend.  

 

II. Education 

When it comes to reading, doing it for fun often leads to better life skills. Developing an 

early habit of reading books for fun can lead to a lifelong literary habit and better written 

communication skills as well.  

1.2   READING STRATEGIES 

A number of strategies are available to assist you to read effectively. For purpose of this module 

we shall discuss the following strategies speed reading, scanning, pre-reading, and skimming. 

1. Speed reading 
A technique for reading texts at an extremely rapid rate with adequate comprehension. This 

entails reading quickly through the material without skipping anything. This type of reading is not 

suitable for all types of texts, e.g. looking up a number in the telephone directory or even reading 

the small print in a legal document. You will have to adjust your reading speed according to the 

kind of text you are reading (such as easy, familiar text versus difficult, unfamiliar subject matter) 

as well as your purpose for reading (such as study purposes versus relaxation). 

 

You will have to adjust your reading speed according to the kind of text you are reading (such as 

easy, familiar text versus difficult, unfamiliar subject matter) as well as your purpose for reading 

(such as study purposes versus relaxation). 

http://www.ehow.com/way_5642093_importance-reading-skills.html
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2. Skimming 
This technique refers to a very quick way of reading while skipping some of the material. 

Skimming is very useful for: 

• Previewing: Glimpsing through the material/article/book to see if the content is useful to 

you. 

• Surveying: Helps establish what the main issues are within the book or article. 

• Reviewing: Checking the main points to establish whether you can recall material during 

revision. 

 

3. Scanning  
This is the fastest kind of reading, which is done by running your eyes quickly over the text in 

order to find one particular item that you are looking for. Scanning can be used to find: 

• A telephone number,  

• an address,  

• a word in a dictionary,  

• a particular fact in a textbook. 

 

4. Pre-reading 
This involves an intensive way of reading, focusing attentively and thoughtfully on a paragraph, 

passage or page. The purpose of this technique is to gain understanding of the study material, 

learn new information, integrate this new knowledge with your existing knowledge and explore or 

evaluate the material. You are often asked to complete some pre-reading prior to attending a 

learning intervention or interview. The pre-reading will help you to integrate the new information 

more effectively. 

 

We have now covered the four different reading techniques and at this stage it should be clear 

that different reading tasks require different techniques. The challenge for you as a learner is to 

become familiar with these reading techniques and become skilled in applying them to the 

various reading tasks that you have to complete 

 

LEARNING ACTIVITY 

(Time allocated 10 min) 

Briefly discuss the 4 reading techniques available and what each one entails. Provide at least 

one example of when you would apply each of these techniques in your organisation. 
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1.2.1 Identifying unfamiliar words 

As you read texts you are bound to meet unfamiliar words. If the reader ignores these words or 

skips them entirely then there is bound to be misinterpretation of the meaning of the text. 

Unfamiliar words can come in the form of; 

• Borrowed words. 

• Complex terms 

• Acronyms 

• Neologisms 

• Colloquialisms 

• Slang  

• Jargon 

• Dialect 

 

Definition of various types of unfamiliar words 

Borrowed word: It is a word which is borrowed from another language. English language 

frequently borrows words from Latin. For example, inter alia, voestoots, bona fide, pro bono 

 

Complex terms: These are terms that are difficult to understand.  

 

Acronyms: are abbreviations that are formed using the initial components in a phrase or name. 

These components may be individual letters (as in CEO) or parts of words 

e.g. SABC; SETA; JZ ; SMTC 

 

Neologisms: used to describe the use of words that only have meaning to the person who uses 

them, independent of their common meaning. Neologisms are often created by combining 

existing words (see compound noun and adjective) or by giving words new and unique suffixes 

or prefixes. Portmanteaux are combined words that begin to be used commonly. Neologisms 

also can be created through abbreviation or acronym, by intentionally rhyming with existing 

words or simply through playing with sounds. 

 

Colloquialisms: A colloquialism is a phrase that is common in everyday, unconstrained 

conversation, rather than in formal speech, academic writing, or paralinguistics. Dictionaries 

often display colloquial words and phrases with the abbreviation colloq. as an identifier. 

http://en.wikipedia.org/wiki/Abbreviation
http://en.wikipedia.org/wiki/CEO
http://en.wikipedia.org/wiki/Compound_noun_and_adjective
http://en.wikipedia.org/wiki/Suffix
http://en.wikipedia.org/wiki/Prefix_(linguistics)
http://en.wikipedia.org/wiki/Portmanteau_word
http://en.wikipedia.org/wiki/Abbreviation
http://en.wikipedia.org/wiki/Acronym
http://en.wikipedia.org/wiki/Rhyme
http://en.wikipedia.org/wiki/Phrase
http://en.wikipedia.org/wiki/Formal_writing
http://en.wikipedia.org/wiki/Paralinguistics
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Colloquialisms are also sometimes referred to collectively as "colloquial language. Some 

examples of informal colloquialisms can include words (such as "y'all" or "gonna" or "wanna"), 

phrases (such as "old as the hills" and "graveyard dead"), or sometimes even an entire aphorism 

("There's more than one way to skin a cat"). 

Slang: use of informal words and expressions that are not considered standard in the speaker's 

dialect or language. Slang is often to be found in areas of the lexicon that refer to things 

considered taboo (see euphemism). It is often used to identify with one's peers and, although it 

may be common among young people, it is used by people of all ages and social groups. 

Jargon: are technical vocabularies of a particular profession. Jargon, like many examples of 

slang, may be used to exclude non–group members from the conversation, but in general has 

the function of allowing its users to talk precisely about technical issues in a given field. Example 

in insurance words technical words like premiums; indemnity, sum insured, policy holder are 

used 

Dialect: is used in two distinct ways, even by linguists. One usage refers to a variety of a 

language that is a characteristic of a particular group of the language's speakers.[1] The term is 

applied most often to regional speech patterns, but a dialect may also be defined by other 

factors, such as social class.[2] A dialect that is associated with a particular social class can be 

termed a sociolect; a regional dialect may be termed a regiolect or topolect. The other usage 

refers to a language socially subordinate to a regional or national standard language, often 

historically cognate to the standard, but not a variety of it or in any other sense derived from it. 

 

It is important for the reader to be able to identify all unfamiliar words in a text. Once the 

unfamiliar words have been identified meaning must be determined using some of the following 

ways; 

• Knowledge of sytex 

• Word-attack skills. 

• Contextual clues 

 

1. Knowledge of sytex 

Syntax is the function, or part of speech, a word represents. In order to understand a sentence, 

the reader needs to understand the relationships between words. After the reader reads a 

sentence and determines the grammatical purpose of the word, as well as the semantic meaning 

of the word, she/he can comprehend the meaning of the sentence as a whole. In this way, the 

http://en.wikipedia.org/wiki/Y%27all
http://en.wikipedia.org/wiki/Gonna
http://en.wikipedia.org/wiki/Wanna
http://en.wiktionary.org/wiki/old_as_the_hills
http://en.wiktionary.org/wiki/dead_as_a_doornail
http://en.wikipedia.org/wiki/Aphorism
http://en.wiktionary.org/wiki/There%27s_more_than_one_way_to_skin_a_cat
http://en.wikipedia.org/wiki/Word
http://en.wikipedia.org/wiki/Dialect
http://en.wikipedia.org/wiki/Language
http://en.wikipedia.org/wiki/Taboo
http://en.wikipedia.org/wiki/Euphemism
http://en.wikipedia.org/wiki/Linguists
http://en.wikipedia.org/wiki/Variety_(linguistics)
http://en.wikipedia.org/wiki/Language
http://en.wikipedia.org/wiki/Dialect#cite_note-0
http://en.wikipedia.org/wiki/Dialect#cite_note-1
http://en.wikipedia.org/wiki/Social_class
http://en.wikipedia.org/wiki/Sociolect
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reader might not remember each word of the sentence, but she retains the general meaning or 

purpose of the sentence or word. 

 

Activity 

The................ (noun) ran.............. (adjective) to the store to buy a new (noun). Then, 

he.............. (verb) back home because he was.............. (adjective). 

 

2. Word attack skills 

Skills needed to be able to make sense of an unknown word in the context of reading. Word 

attack skills rely on the ability to recognize the sounds that make up words and to put those 

sounds together (phonemic awareness). More advanced word attack skills involve using context, 

prefixes or suffixes or a dictionary to determine what a word means. The following are some of 

the strategies of word attack 

I. Use Picture Clues 

Look at the picture.  

Are there people, objects, or actions in the picture that might make sense in the 

sentence?  

II. Sound Out the Word 

Start with the first letter, and say each letter-sound out loud.  

Blend the sounds together and try to say the word. Does the word make sense in the 

sentence?  

III. Look for Chunks in the Word 

Look for familiar letter chunks. They may be sound/symbols, prefixes, suffixes, endings, 

whole words, or base words.  

Read each chunk by itself. Then blend the chunks together and sound out the word. Does 

that word make sense in the sentence?  

IV. Connect to a Word You Know 

Think of a word that looks like the unfamiliar word.  

Compare the familiar word to the unfamiliar word. Decide if the familiar word is a chunk or 

form of the unfamiliar word.  

Use the known word in the sentence to see if it makes sense. If so, the meanings of the 

two words are close enough for understanding.  

V. Reread the Sentence 

Read the sentence more than once.  

http://childparenting.about.com/od/schoollearning/a/phonemic_awareness.htm
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Think about what word might make sense in the sentence. Try the word and see if the 

sentence makes sense.  

VI. Keep Reading 

Read past the unfamiliar word and look for clues.  

If the word is repeated, compare the second sentence to the first. What word might make 

sense in both?  

 

VII. Use Prior Knowledge 

Think about what you know about the subject of the book, paragraph, or sentence.  

Do you know anything that might make sense in the sentence? Read the sentence with 

the word to see if it makes sense 

 

3. Contextual clues 

If a reader does not familiar with a word usually words and phrases surrounding the text can 

provide the meaning. These words or phrases are referred to as context clues. They are built into 

the sentences around the difficult word. If you become more aware of the words around the 

difficult words you encounter in your reading, you will save your self many trips to the dictionary. 

You will be able to make logical guesses about the meanings of many words. 

 

The FP'S BAG SALE strategy is a commonly used strategy to get a good clue about the meaning 

of an unknown word. 

• Finish the sentence.  

See how the word fits into the whole sentence. 

• Pronounce the word out loud.  

Sometimes hearing the word will give you a clue to meaning. 

• Syllables-Examine each word part.  

Word parts can be helpful clues to meaning. 

• Before-Read the sentence before the unknown word.  

The sentence before can hint at what the word means. 

• After-Read the sentence after the unknown word.  

The sentence after can define, explain, or provide an example of the word. 

• Grammar-Determine the part of speech.  

Pay attention to where the word is placed in the sentence, the ending of the word, and its 

grammatical relationship to other known words for clues to meaning. 

• The context clue categories: 
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• Synonym-Sometimes an unknown word is defined by the use of a synonym.  

Synonyms appear in apposition, in which case commas, dashes, or parentheses are 

used.  

The wardrobe, or closet, opened the door to a brand new world. 

• Antonym-Sometimes an unknown word is defined by the use of an antonym.  

Antonym clues will often use Signal Words e.g., however, not, but, in contrast  

Example: He signalled a looey, not a right turn. 

• Logic-Your own knowledge about the content and text structure may provide clues to 

meaning.  

Logic clues can lead to a logical guess as to the meaning of an unknown word.  

Example: He petted the canine, and then made her sit up and beg for a bone. 

• Example-When part of a list of examples or if the unknown word itself provides an 

example,  

either provides good clues to meaning. Example clues will often use transition words e.g., 

such as, for example, like  

Example: Adventurous, rowdy, and crazy pioneers all found their way out West. 

 

1.3 AMBIGUOUS WORDS AND IDENTIFICATION OF MEANING 

Ambiguous words can act as a barrier to the reader failing to decode and understand the 

meaning of a written text. 

 

Ambiguous word:  

There are two types of ambiguous words 

1. Lexical ambiguity: is a word or phrase which having more than one meaning in the 

language to which the word belongs. "Meaning" hereby refers to whatever should be 

captured by a good dictionary.  

• For instance, the word “bank” has several distinct lexical definitions, including 

“financial institution” and “edge of a river”. 

• Another example is as in apothecary. You could say "I bought herbs from the 

apothecary." This could mean you actually spoke to the apothecary (pharmacist) or 

went to the apothecary (pharmacy). 

2. Structural ambiguity: occurs when a phrase or sentence has more than one 

underlying structure, such as the phrases 'Tibetan history teacher', 'a student of high 
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moral principles' and 'short men and women', and the sentences 'The girl hit the boy 

with a book' and 'Visiting relatives can be boring'. These ambiguities are said to be 

structural because each such phrase can be represented in two structurally different 

ways, e.g., '[Tibetan history] teacher' and 'Tibetan [history teacher]'. Indeed, the 

existence of such ambiguities provides strong evidence for a level of underlying 

syntactic structure .Consider the structurally ambiguous sentence, 'The chicken is 

ready to eat', which could be used to describe either a hungry chicken or a broiled 

chicken. It is arguable that the operative reading depends on whether or not the 

implicit subject of the infinitive clause 'to eat' is tied anaphorically to the subject ('the 

chicken') of the main clause 

 

Example of ambiguous phrases  

“Envoy critical after shooting” 

Does critical mean ‘disapproving here – the envoy was critical of the lax security arrangements, 

perhaps – or does it have the modern sense of ‘critically ill’? (The text eventually revealed that 

the second of these meanings was the one intended.) 

NOTE:  Ambiguous words can be understood by identifying possible meaning of a word, and 

then relate the various meaning to the context. The context will help the reader to identify 

and understand the word. 

 

1.4 MAIN IDEAS AND SUPPORTING EVIDENCE 

 

A paragraph is a group of sentences related to a particular topic, or central theme. Every 

paragraph has a key concept or main idea. The main idea is the most important piece of 

information the author wants you to know about the concept of that paragraph.  

When authors write they have an idea in mind that they are trying to get across. This is especially 

true as authors compose paragraphs. An author organizes each paragraph's main idea and 

supporting details in support of the topic or central theme, and each paragraph supports the 

paragraph preceding it.  

A writer will state his/her main idea explicitly somewhere in the paragraph. That main idea may 

be stated at the beginning of the paragraph, in the middle, or at the end. The sentence in which 

the main idea is stated is the topic sentence of that paragraph.  
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The topic sentence announces the general theme ( or portion of the theme) to be dealt with in the 

paragraph. Although the topic sentence may appear anywhere in the paragraph, it is usually first 

- and for a very good reason. This sentence provides the focus for the writer while writing and for 

the reader while reading. When you find the topic sentence, be sure to underline it so that it will 

stand out not only now, but also later when you review. 

 

A. Main idea 

NOTE: The main idea is the most important piece of information the author wants you to 

know about the concept of that paragraph.  

 

 

The first thing you must be able to do to get at the main idea of a paragraph is to identify the 

topic - the subject of the paragraph. Think of the paragraph as a wheel with the topic being the 

hub - the central core around which the whole wheel (or paragraph) spins. Your strategy for topic 

identification is simply to ask yourself the question, "What is this about?" Keep asking yourself 

that question as you read a paragraph, until the answer to your question becomes clear. 

Sometimes you can spot the topic by looking for a word or two that repeat. Usually you can state 

the topic in a few words.  

 

Read each paragraph carefully. Choose the best answer to the questions that follow. 

1. Juan loves to play games. His favourite game is chess because it requires a great deal of 

thought. Juan also likes to play less demanding board games that are based mostly on luck. He 

prefers Monopoly because it requires luck and skill. If he’s alone, Juan likes to play action video 

games as long as they aren’t too violent. 

What is the main idea of this paragraph? 

a. Juan dislikes violence. 

b. Juan likes to think. 

c. Juan enjoys Monopoly. 

d. Juan enjoys playing games. 

 

 2. Maria is watching too much television. A toddler shouldn’t be spending hours staring blankly at a 

screen. Worse yet, some of her wild behaviour has been inspired by those awful cartoons she 

watches. We need to spend more time reading books with her and pull the plug on the TV! 

What is the main idea of this paragraph? 
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a. Watching a lot of television isn’t good for Maria. 

b. Books are good. 

c. All cartoons are bad. 

d. Some cartoons are bad for Maria. 

  

3. Samantha, I can’t eat or sleep when you are gone. I need to hear your scratchy voice and see 

your lovely toothless smile. I miss that special way that you eat soup with your fingers. Please 

come home soon! 

What is the main idea of this paragraph? 

a. Samantha, you have bad manners. 

b. Samantha, you should see a dentist. 

c. Samantha, I miss you. 

d. Samantha, I have lost my appetite. 

 4. Someday we will all have robots that will be our personal servants. They will look and behave 

much like real humans. We will be able to talk to these mechanical helpers and they will be able to 

respond in kind. Amazingly, the robots of the future will be able to learn from experience. They will 

be smart, strong, and untiring workers whose only goal will be to make our lives easier. 

Which sentence from the paragraph expresses the main idea? 

a. Someday we will all have robots that will be our personal servants. 

b. We will be able to talk to these mechanical helpers and they will be able to respond in kind. 

c. They will look and behave much like real humans. 

d. Amazingly, the robots of the future will be able to learn from experience. 

 

 

Exercise: 

 

 

B. Supporting evidence 

These are facts, expert opinions, quotable comments, clarifying examples, anecdotes, or 

illustrations that support the main idea. Many instructors use the term supporting details or 

concrete details instead of evidence. 
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1) Facts: The most frequent type of evidence in an essay is facts. Facts include names, 

dates, or specific events. When writing about literature, evidence takes the form of plot 

summaries or specific quotations. 

2) Authoritative Opinions: Experts in the field about which you are writing provide 

supporting details and evidence for your thesis statement. The writer's opinion may also 

serve as an authoritative opinion if it is supported by facts. 

3) Quotable Comments: quotable comments provide support for your argument but should 

not be overused. Be sure the quote emanates from an authoritative source and is not 

misleading. 

4) Anecdotes: Anecdotes are humorous experiences that illustrate your point. In addition to 

supporting your argument, anecdotes can liven up an otherwise boring academic paper. 

5) Clarifying Examples: Examples that clarify your points and support your thesis 

statement make great evidence. 

 

1.5 VISUAL AND GRAPHICAL REPRESENTATION IN TEXT 

As you read text you might come across some visuals and graphs.  

Visual & graphical representation: is a method in which ideas, concepts, data and other 

information are associated with images and represented diagrammatically and graphically. 

Webs, concept maps, idea maps and plots, such as stack plots and Venn plots, are some of the 

techniques used in visual learning to enhance thinking and learning skills. 

 

Types and features of graphs 

 

1. Line Graphs 
 

Line graphs are the most popular types of graphs, 

because they are simple to create and easy to 

understand. They organize and present data in a 

clear manner and show relationships between the 

data. They are used for personal, educational, and 

professional reasons. Particularly popular in the fields of science and statistics, they can also 

forecast the results of data that is not yet gathered. While line graphs and bar graphs share the 

same purpose, line graphs display a change in direction, while bar graphs display a change in 

magnitude. 

 

Line graphs are used to display the comparison between two variables which are plotted on the 

horizontal x- and vertical y-axes of a grid. The x-axis usually represents measures of time, while 

http://www.typesofgraphs.com/%3ca%20href=
http://www.typesofgraphs.com/bar.html
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the y-axis usually represents percentage or measures of quantity. Therefore, line graphs are 

commonly used as time series graphs that show differences in direction 

 

2. Bar Graphs 
 

Bar graphs are used to present and compare data. There are 

two main types of bar graphs: horizontal and vertical. They are 

easy to understand, because they consist of rectangular bars 

that differ in height or length according to their value or 

frequency. These types of graphs serve the same purpose as line graphs: they represent time 

series data. However, bar graphs display a change in magnitude, and not in direction like line 

graphs. 

 

A horizontal bar graph consists of an x-axis, and a vertical bar graph consists of a y-axis. The 

numbers on the axes are known as the scales. Each bar is represents a numeric or categorical 

variable. Vertical bar graphs are best used for the comparison of time series data and frequency 

distribution. Horizontal bar graphs are particularly useful when category labels are long; vertical 

bar graphs do not provide much space for text labels. 

 
Pie Charts 
 

Pie charts are easy to make, easy to read, and very popular. 

They are used to represent categorical data or values of 

variables. They are basically circles that are divided into 

segments or categories which reflect the proportion of the 

variables in relation to the whole. Percentages are used to compare the segments, with the 

whole being equal to 

100%.  

To make a pie chart, draw a circle with a protractor. Then, convert the measures of the variables 

into percentages, and divide the circle accordingly. It is best to order the segments clockwise 

from biggest to smallest, so that the pie chart looks neat and the variable are easy to compare. It 

is also recommended to write percentage and category labels next to each segment, so that 

users are not required to refer to the legend each time they want to identify a segment. 

 
3. Flow Charts 
 

http://www.typesofgraphs.com/
http://www.typesofgraphs.com/line.html
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Flow charts are types of graphs that display a schematic process. Contemporary flow charts are 

modelled after the logic behind early computer games. 

Businesses often use them to visually depict all the stages 

of a project. Therefore, individuals working on a project 

refer to a flow chart to see the breakdown of the process 

and understand the whole picture. A flow chart can 

effectively be used as a training tool for employees who are 

being introduced to a new project. It also helps in locating 

and correcting errors in a project. Even though flow chart 

use is usually linked to the field of business, a flow chart 

can be used for any purpose that involves a cross-

functional process. It can even be used to show driving directions from one location to another.  

A flow chart consists of start points, end points, inputs, outputs, and routes which are commonly 

represented by basic symbols that are labeled. Ovals represent start and end points. Rectangles 

represent the steps of a process, and diamonds represent decisions. Diamonds have two routes 

stemming from them; one is a true or yes route and the other is a false or no route. Circles stand 

for operations; arrow-shaped figures stand for transportation, while triangles represent storage, 

and squares stand for inspection. Arrows linking symbols signify the sequence of a process. 

While most flow charts use shapes as symbols, others use graphics instead. 

4. Pictographs 
Pictographs, also called pictograms, are diagrams that show and compare data by using picture 

symbols. Each of these symbols corresponds to a specific quantity and is repeated a number of 

times. The media often uses pictographs to compare trends; in a magazine, you may see a 

pictograph comparing the number of nurses in the different counties of Texas. In this case, tiny 

human figures may represent the nurses, with each figure symbolizing 50 nurses, for instance. 

Schools use them, as well, in order to train students in mathematics and other subjects in an 

enjoyable way. Elementary level students often encounter pictographs in their textbooks. These 

types of graphs are also popularly used by charity organizations to track fund drives. The best 

example of this is the picture of the thermometer displayed by these organizations. The 

thermometer represents the total goal amount and its red stripes symbolize the collected 

donations. 

 

Purpose of visual and/or graphical representation 

• A graph is one of the easiest ways to compare numbers.  

•  A graph or chart is used to present facts in visual form. 

•  Graphs can be used to illustrate many types of data. 

http://www.typesofgraphs.com/
http://www.typesofgraphs.com/
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• They should be used to make facts clearer and more understandable.  

• They show trends over time. 

• Help to emphasizes main point  

• Assists in convincing the reader i.e. proving a point. 

• Compact way to convey information  

• More interesting than just talk or print 

• Quick way for the audience to visualize what you are saying  

 

1.6 FEATURES OF VISUAL TEXT 

We shall discuss the following features of visual texts: 

 

1. Caption 

A caption, also known as a cutline, is text that appears below an image. Most captions draw 

attention to something in the image that is not obvious, such as its relevance to the text. Captions 

can consist of a few words of description, or several sentences. 

 

 

 

Mechanical engineers design and build engines and power plants... 
 

 

2. Camera angle 

The camera angle marks the specific location at which an image is placed to 

take a shot. A scene may be shot from several camera angles. This will give 

different experience and sometimes emotion. the different camera angles will 

have different effects on the viewer and how they perceive the scene that is 

shot. There are a few different routes that a camera operator could take to 

achieve their desired effect. 

 

The following are some of the types: 

http://en.wikipedia.org/wiki/File:Volkswagen_W16.jpg
http://en.wikipedia.org/wiki/File:Volkswagen_W16.jpg
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• High angle shot is usually when the camera angle is located above the eyeline. With this 

type of angle, the camera looks down on the subject and the point of focus often get 

"swallowed up" by the setting. High angle shots also make the figure or object seem 

vulnerable or powerless.  

• Low-angle shot, is a shot from a camera angle positioned low on the vertical axis, 

anywhere below the eyeline, looking up. 

• A bird's-eye view is an elevated view of an object from above, with a perspective as 

though the observer were a bird, often used in the making of blueprints, floor and maps. 

 

3. Image composition 

Image composition describes how different 

subjects and visual elements are arranged 

inside of the image frame. The purpose of image 

composition is to create a visually compelling 

picture, a picture that evokes the interest of the 

viewer. A successful shot attracts the eye for a 

while. Visual elements that a photographer uses 

in the composition are for example lines, forms, 

textures, balance, symmetry, depth, colours, 

perspective, scale, and lighting. A picture can tell a thousand words but how to create such a 

photo?  
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SECTION 2: STRATEGIES FOR EXTRACTING 
MESSAGE IN TEXTS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to use language 

structures and features.  

 

Assessment Criteria  
 

On completion of this section you will be able to: 

❖ Source of text is identified and discussed in terms of reliability 

and possible bias. . (SO 2, AC 1) 

❖ Attitudes, beliefs and intentions are explored in order to 

determine the point of view expressed either directly or 

indirectly.  (SO 2, AC 2) 

❖ Techniques are explored and explained in terms of purpose 

and audience.  (SO 2, AC 3) 

❖ Promotion of, or support for, a particular line of thought/cause 

is identified and explained with reference to selection or 

omission of materials. (SO 2, AC 4) 
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2.1 INTRODUCTION 

There is a great difference between what a person intends to say and what a person may 

actually say. An implicit message is one in which communication is not plainly expressed. It is 

implied. Implicit messages can entangle the real or intended message. 

Implicit, or unspoken, messages can cause others to feel frustrated, confused or angry. When 

you receive implicit or hidden messages in the communications of others, it can confuse future 

communication. That’s why it’s important to say what you mean and mean what you say. For 

example, the implicit message in the sentence, “My stomach is rumbling,” could translate into the 

explicit message, “I’m hungry. When are we going to eat?'’  An Implicit message can use visuals 

rather than literally saying or explicitly saying what they mean 

 

Implicit Communication Vs. Explicit Communication 

 

• Implicit communication, on the other hand, refers to the things we do, individually or 

collectively, usually without regard to the messages others receive. It could be corporate 

culture or perhaps body language. It might even be a decision not to communicate at all. 

• Explicit communication refers to the things we say or write, often messages intended to 

influence the behavior of others. "Do this" and "Don't do that" count as examples of 

explicit communication. They leave as little room as possible for interpretation or 

ambiguity. 

 

When dealing with texts containing implicit messages it is important to; 

• Determine the source of the text  

• Possible attitudes, beliefs and intentions of the author 

• Explore techniques used 

• Identify a particular line of thought with reference to selection or omission of materials 

2.2 SOURCES OF TEXT 

There are two main sources of text; primary source and secondary source. Secondary source is 

the data that have been already collected by and readily available from other sources. That is, 

the data collected by someone other than the user. Examples include journals, newpaper; 
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textbooks, learning manuals, central statistics, research articles, radio, TV, stories told by people 

among others. 

 
The following are some of the key challenges with secondary sources; 

 

Source 

bias 

Authors have to be aware of vested interests when they consult secondary sources. 

Those responsible for their compilation may have reasons for wishing to present a 

more optimistic or pessimistic set of results for their organisation. It is not unknown, 

for example, for officials responsible for estimating food shortages to exaggerate 

figures before sending aid requests to potential donors. Similarly, and with equal 

frequency, commercial organisations have been known to inflate estimates of their 

market shares. 

Reliability The reliability of published statistics may vary over time. It is not uncommon, for 

example, for the systems of collecting data to have changed over time but without any 

indication of this to the reader of published statistics. Geographical or administrative 

boundaries may be changed by government, or the basis for stratifying a sample may 

have altered. Other aspects of research methodology that affect the reliability of 

secondary data is the sample size, response rate, questionnaire design and modes of 

analysis. 

Time 

scale 

Most censuses and statistics take place at 10 year intervals, so data from this and 

other published sources may be out-of-date at the time the researcher wants to make 

use of the statistics. 

 

 

On the other hand, there is primary source which, the author or writer collects himself/herself 

through; 

• Direct observation - lets you focus on details of importance to you; lets you see a 

system in real rather than theoretical use. 

 

• Surveys - written surveys let you collect considerable quantities of detailed data. You 

have to either trust the honesty of the people surveyed or build in self-verifying questions 

(e.g. questions 9 and 24 ask basically the same thing but using different words - different 

answers may indicate the surveyed person is being inconsistent, dishonest or inattentive).  
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• Interviews - slow, expensive, and they take people away from their regular jobs, but they 

allow in-depth questioning and follow-up questions. They also show non-verbal 

communication such as face-pulling, fidgeting, shrugging, hand gestures, sarcastic 

expressions that add further meaning to spoken words. e.g. "I think it's a GREAT system" 

could mean vastly different things depending on whether the person was sneering at the 

time! A problem with interviews is that people might say what they think the interviewer 

wants to hear; they might avoid being honestly critical in case their jobs or reputation 

might suffer.  

• Logs (e.g. fault logs, error logs, complaint logs, transaction logs). Good, empirical, 

objective data sources (usually, if they are used well). Can yield lots of valuable data 

about system performance over time under different conditions.  

INTERNET 
 
One of the widely used information source is the internet. Although there is so much 

information on the Internet that it can seem like a university library, it is actually more like a 

huge open-air market. Judging the reliability of sources found on the Internet is crucial 

because there is no regulating body that monitors the reliability of what is on the Internet. 

 

Here is a list of points to consider when you are trying to judge the reliability of information you 

find on the Internet: 

• Who is the author or sponsor of the page? On the page you are citing, or on a page 

linked to it, that individual or organization should be identified, that individual's 

qualifications should be apparent, and other avenues of verification should be open to 

you. For a good example of a reliable source, see "Notes about this document" for the 

hypertext version of Pride and Prejudice at 

<http://www.pemberley.com/janeinfo/pridprej.html>. On the other hand, a page created 

by a person or an organization that does not provide this information is not a good 

source to cite.  

• Are there obvious reasons for bias? If the page is presented by a tobacco company 

consortium, you should be suspicious of its reports on the addictiveness of nicotine. Is 

there any advertising? If the page is sponsored by Acme Track Shoes, you should be 

suspicious of its claims for Acme track shoes' performance.  

• Is contact information provided? If the only identification available is something cryptic, 

such as "Society for Ferruginous Retorts," be suspicious of the page's reliability. If the 

page is sponsored by a reputable person or organization, there should be some other 

way to verify that reputation, such as an e-mail or postal address. (Note that a tilde [~] 

in the page's address usually indicates a personal home page and may require more 

searching for reliability.)  

http://www.pemberley.com/janeinfo/pridprej.html
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• Is there a copyright symbol on the page? If so, who holds the copyright?  

• Is this page a "zombie," or one considered "walking dead" because the person who 

posted it no longer maintains or updates it? Even though the information is "alive" in 

that it is still accessible, it is "dead" in that it could well be several years old!  

• What is the purpose of the page? Why is this information being posted--as information, 

as a public service, as a news source, as a research tool for academics, as a personal 

ax to grind, or as a way to gain attention?  

• How well organized is the page? Is the page easy to navigate? Is it complete? When 

was the page last updated? Is the information on it current? How credible are the links 

it provides?  

• Is the information on the page primary or secondary? That is, is it a report of facts, 

such as a medical researcher's article counting cases of "mad cow" disease in England 

in 1997, thus making it primary information, or is it an Internet newsgroup discussion 

about "mad cow" disease, thus making it secondary information? The papers and 

reports you write for your college classes need to be based on primary information 

whenever possible. The further away from the primary sources your own sources are, 

the less reliable the information is.  

• Can you verify the information on the Web page some other way? For example, can 

you check the page's bibliography (if there is one) against your library's holdings or 

check the information against a source in the library?  

• If you are worried that the information may lack credibility, try starting with a source you 

know is reputable. For example, if you have to do a project on the latest in cancer 

research, you can begin your search at major cancer research institutes, such as Mayo 

Clinic 

 

 

2.2 DETERMINING ATTITUDE, BELIEFS AND INTENTIONS  

 

It is important for the reader to be able to identify the attitudes, beliefs and intentions of the writer 

inorder to determine the point of view expressed directly or indirectly. That is, writers are 

informed by their attitudes, beliefs and intentions when writing text. 

 

Beliefs defined 

Beliefs are the assumptions we make about ourselves, about others in the world and about how we 

expect things to be. Beliefs are about how we think things really are, what we think is really true 

and what therefore expect as likely consequences that will follow from our behaviour 

http://www.mayo.edu/
http://www.mayo.edu/
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Belief Example 1:  Most people just want to be left alone. 

Imagine a young man who believes most people just want to be left alone.  Let’s call him Paul (not 

a real person).  Paul’s belief dictates the terms by which he interacts socially.  He has a few friends, 

and he’s fine socializing with people he already knows, but he has a hard time making new friends.  

He’s unlikely to take the initiative because it’s too big a risk with a high probability of rejection.  Paul 

doesn’t want to annoy people who want to be left alone, so he mostly keeps to himself.  His social 

circle remains small and stagnant, and most of his social connections come from his work.  Paul 

has virtually no relationship prospects because he considers women to be unapproachable except 

under extremely rare circumstances.  If he sees a woman he’d like to date, he remains silent and 

aloof.  Paul feels that to ask her out would be a social faux pas because after all, she just wants to 

be left alone. 

 

 

Attitude defined 

An attitude is a hypothetical construct that represents an individual's degree of like or dislike for an 

item. Attitudes are generally positive or negative views of a person, place, thing, or event—this is 

often referred to as the attitude object. In essence, your attitude is your inward disposition toward 

other things, such as people or circumstances.  People can also be conflicted or ambivalent toward 

an object, meaning that they simultaneously possess both positive and negative attitudes toward 

the item in question. Unlike personality, attitudes are expected to change as a function of 

experience 

Examples of attitude; negativeness, criticalness, rebellion, defiance, impatience, uncooperative, 

apathy, discouragement, independence, presumption, arrogance, self-centeredness, rudeness, 

encouraging, loving, humble, teachable, cooperative, considerate, selfless and such like. 

 

 

Intention defined 

 

An act or instance of determining mentally upon some action or result. An intention is the thought 

behind a thought, or the thought that powers a thought. 

 

If you set a positive intention that you be "open and appreciative" in a certain situation, you have 

directed yourself to be in a particular consciousness. This good intention suggests certain actions; 

http://en.wikipedia.org/wiki/Personality_psychology
http://en.wikipedia.org/wiki/Experience
http://dictionary.reference.com/browse/act
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however, no specific actions are necessary in order to be in a particular consciousness or attitude. 

Actions follow intention naturally. And actions follow intention, whether you're aware of the intention 

or not. With that in mind, you can empower yourself when you develop positive and good intentions 

so that positive and empowering actions follow.  

 

In writing the intention can be to inform, persuade or entertain  

 

 

Determining the intention of a writer 

Tone is an important element in literary and informational texts. It tells you what the author thinks 

and helps to create atmosphere. Being able to identify the writer's tone means that texts can be 

understood on a deeper level and the craft of writing explored. Whether you are preparing for a 

literature exam or learning the craft of writing, there are some key steps to finding the tone in a 

piece of literature. 

1. Look at word choice. Words have positive, negative and neutral associations, even if they 

are not being used to describe. Running amuck and running around are the same action, but 

leave the reader with different images. Pay attention to the connotations of words. 

2. Analyze the phrasing used to describe events. Is the author sarcastic? Do they use many 

metaphors, or lay out facts without opinion? 

3. Ask yourself how the information is presented. What order do you receive information in? 

How is the author trying to persuade you, if they are? 

4. Read the latent text. What information is not present? What has been ignored or omitted? 

This will tell you the author's intention and help to clue you into tone. 

5. Consider how you feel when reading. What emotions come naturally to you? Do you get 

angry, sad or joyous? Do you feel that the author's trying to persuade you? 

Identify intention of the writer 

Joe had been fishing for over two hours without a single bite. Suddenly there was a nibble at the 

end of his fishing line.  He stood up on the boat and leaned out too far.  Just then there was a 

sharp yank on the line.  Joe fell overboard and landed head first into the water. Joe and his 

friends laughed and laughed. 

 

Determining the writers attitude 

Sometimes writers make their feelings or views about something absolutely clear. Other times, 

they imply or suggest what they feel. When you are asked to identify the writer’s attitude or 
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feelings, you’re being asked to say what the writer thinks about the issue. To do this, you should 

consider some of the following: 

• The writer’s stated attitude 

• The words used by the writer 

• The balance of views reported 

• The people and sources quoted 

• The tone and level of formality.  

 

LEARNING ACTIVITY 

 

Read the following article and explore the attitude; beliefs and intention of the author 

 

5th April 2010  

By Steve Hughes 

ENGLAND fans could be caught up in a machete race war at the World Cup in South 

Africa. 

 

The killing of white supremacist leader Eugene Terre’Blanche caused far-right campaigners 

to warn teams to avoid the “land of murder” this summer.  

More than 25,000 England fans are due to watch Wayne Rooney, 24, and Fabio Capello, 

63, launch the campaign in ten weeks. Many supporters have already hired extra security in 

the crime-ravaged country. But that was before the murder of Terre’Blanche, 69.   

The head of resistance movement Afrikaner Weerstands- beweging was hacked to death 

with a machete at his home just 40 miles from England’s World Cup camp.  

 

Two of his black farm workers, who allegedly claimed he owed them money, were being held 

by police last night.  White leaders have already vowed “revenge” on black groups blamed 

for inciting the murder.  And machete gangs were roaming the streets.  

 

AWB spokesman Andre Visagie said: “The death of Mr Terre’Blanche is a declaration of war 

by the black community of South Africa to the white community that has been killed for 10 

years on end.  

 

“They attacked him in such a way it was difficult to recognise the face of Eugene 

Terre’Blanche.  “We will decide upon the action we are going to take to avenge Mr 

Terre’Blanche’s death.”  

 

http://dailystar.co.uk/search/World%20Cup/1/created/
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AWB’s supporters have blamed African National Congress Youth League leader Julius 

Malema, who caused outrage by recently singing an anti-white song called Kill The Boers. 

But the ANCYL denied that Malema’s singing, ruled illegal by a South African court, had 

anything to do with Terre’Blanche’s killing.  

 

Malema, 29, has already vowed to continue with the inflammatory songs, adding: “We are 

not going to stop. We are prepared to go to jail and get arrested again.” The ruling African 

National Congress last night tried to play down claims of a civil war.  ANC spokesman 

Jackson Mthembu said: “The black community has never declared war on any other 

nationality in South Africa.”  

 

South African President Jacob Zuma, 67, called for both sides to remain calm as he 

desperately tried to prevent an explosion of violence.  FIFA would be left with a “total 

nightmare” if civil war erupts and means the tournament cannot be played in the country this 

summer.  

 

With only 10 weeks to go, football’s world governing body would almost certainly not have 

time to reschedule the World Cup for this year.  Two years ago, FIFA president Sepp Blatter, 

74, admitted there was a contingency plan in place, should South Africa not be ready in 

time.  

 

But a FIFA source said: “If it becomes too dangerous to hold the World Cup in South Africa 

then we are looking at a total nightmare. “I don’t know if it could maybe be moved to next 

year, but we are all hoping that the problems in South Africa are resolved in time for June.”  

 

Even before the race-war threat, more than a million tickets remained unsold.  

 

2.3 WRITERS TECHNIQUES  

Various techniques are used by writer in text. This technique enables the reader to determine the 

purpose and target audience of the author.  

 

1. Length of sentence 

Writers keep readers’ attention, by varying sentence lengths. Otherwise you could bore or even 

intimidate your readers.  Effective writers understand the importance of varying between shorter 

and longer sentences. Like a musician, or well-versed public speaker, you must understand how 

to use words and sounds to add emphasis where needed. 

  



 

DOC NO. AND REVISION DATE CREATED/REVISED RESPONSIBLE DEPARTMENT DOCUMENT NAME PAGES 

ATI_DOC September 2019 Training US 119457 
Learner Guide 

Page 29 of 47 

 

The short sentence adds stress or speed. It gets to the point. It punches the reader in the lip, so 

to speak. For example:  

  

I love you. I feel things with you. I haven't felt that before.  

  

With this passage readers know exactly what the writer or character is saying. Every word 

matters in the short sentence. Take another example: 

  

I love you because I feel things with you, and I haven’t felt that before in my life. 

  

It doesn’t resonate as deeply as the first passage, does it? The chopped up sentences are more 

effective. The length makes the difference. The complex, compound sentence has its rightful 

place as well. It conveys a stream of consciousness or intense emotion in fiction. For example:  

  

That dog has found my last nerve, and do you know what that means? It means that from here 

on out, you'll be walking that mutt, and you'll be fetching its water and nasty canned food and 

cleaning up the pee stains all over the house while I nap or watch Kath & Kim while sipping on 

some plonk with my sister. That’s what it means! 

  

The anger and authenticity of this passage is highlighted by the free-flowing length. Readers feel 

the words pouring from the character’s mouth. (Notice the last sentence, which is considerably 

shorter than the rest of the passage, is where the emphasis falls.) 

 

NOTE: Good writing includes sentences of varying lengths to control the pace of the story. Long 

sentences create a flow that carries the reader, while short sentences slow the pace. To control the 

pace of your writing, use sentence length to create the rhythm of the story as well as your own style 

 

Create suspense by varying sentence length. The halting pace of shorter sentences makes the 

reader eager to move on and find out what happens next. 

Vary sentence length. Short choppy sentences are monotonous, while consistently long sentences 

tire the reader. 

2. Punctuation  

Think of punctuation and mechanics in terms of driving your car. Punctuation and mechanics 

provide direction and signal the information to which you need to pay attention. Without 
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punctuation and mechanics, phrases and sentences would run into each other and would be 

unclear, and your writing would go virtually nowhere. The purpose of punctuation and mechanics 

is to make your meaning clear by telling the reader when to pause, when to stop, when to take 

notice. The following are punctuation examples; 

• Abbreviations  

• Apostrophes  

• Brackets  

• Capital Letters  

• Commas  

• Colons  

• Dashes  

• Ellipses (. . .)  

• Exclamation Point  

• Hyphens  

• Italics & Underlining  

• Misused/Misspelled Words  

• Numbers  

• Parentheses  

• Quotation Marks  

• Semi-Colons  

3. Diction 

Diction refers to the author’s choice of words and their usage.  Diction, as refers to word usage, 

is a qualitative term.  It refers to the effectiveness of the author’s word choices.  As it refers to 

word choice it is more stylistic referring to the level of the language employed by the author.  

There are at least two levels of diction, that is, formal and informal.  Some would add to these 

another level that is colloquial.  Some would take this one more step and add slang, though slang 

is often included in colloquial speech.   

 

I. Formal diction refers to the language used by educated people when writing scholarly 

articles or are engaged in some form of elevated discourse.  Formal diction consists of 

sophisticated, often technical, language.  It often makes allusions to books, events, or 

ideas that are rarely understood by those who have not had advanced schooling.  It is 

writing that employs what is often called in colloquial speech “big words,” though not all 

obscure words are large.  (Etiolate and otiose are favourite smaller words of mine that are 

http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/519eba0d0debbd09852569c30071d4fe?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/5955d64f8a6e4366852569c30071e3c4?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/54668444e36da98b852569c30071efbf?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/ff05183b77a93cc4852569c300720a31?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/e979df0f2449d835852569c30072177b?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/124687131f4eb726852569c300723c89?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/405f3ba3e760b7b9852569c300726cb8?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/b64837bde1dc8b60852569c300727d96?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/86205a63305895e0852569c300728b28?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/fe74020ab07fa500852569c300729983?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/1f535da38d1d5ea8852569c30072b4b2?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/7a7bcc0bdfc35913852569c30072c7e8?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/606ea46cba35160a852569c30072dbeb?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/b6e109bb00fbaf3d852569c30072f54d?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/c228e09c050a31e5852569c300730791?OpenDocument
http://www.esc.edu/esconline/across_esc/writerscomplex.nsf/3cc42a422514347a8525671d0049f395/1c342bd9b77e11ab852569c30073184e?OpenDocument
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fairly obscure.)  Formal diction is rarely used in conversation and when it is it usually 

reflects badly on the person using it.  

II.  Informal speech refers to the language of educated people as they engage in every day 

conversation.  Informal diction is also the language of most journalism and other writing 

intended for mass consumption.  Those who recognize two levels of diction would include 

colloquial speech in this definition.   

III. Colloquial speech is the language associated with those with little education 

 

NOTE: Diction depends on the audience and purpose. For example articles on computers 

are filled with specialized language: email, e-shopping, web, interface. 

• If the author’s purpose is to inform, the reader should expect straightforward diction. 

• If the writer’s purpose is to entertain, the reader will likely encounter words used in 

ironic, playful, or unexpected ways. 

 

4. Technical terms/Jargons 

Is the specialized vocabulary of any field, not just technical fields. Sometimes technical 

terminology is termed jargon or terms of art.  

Technical terminology evolves due to the need for experts in a field to communicate with 

precision and brevity, and is thus unavoidable and desirable, but this often has the (usually) 

undesired effect of excluding those who are unfamiliar with the particular specialized language of 

the group. This can cause difficulties as, for example, when a patient is unable to follow the 

discussions of medical practitioners, and thus cannot understand their own condition and 

treatment. 

 

2.4 IDENTIFYING LINE OF THOUGHT/CAUSE 

The line of thought/cause in any text is important to identify and explain selection or omission of 

text. Line of thought is the particular way of thinking that an author uses during writing. Writers 

have their own uniqueness which makes them stand out when compared with others. The fact 

that everyone has their own way of thinking and using their brain makes things exciting. 

http://grammar.about.com/od/ab/g/audiencterm.htm
http://grammar.about.com/od/pq/g/purpose-term.htm
http://en.wikipedia.org/wiki/Vocabulary
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LEARNING ACTIVITY 

 

The following article has a number of omissions. Identify and explain the line of thought of the 

author 

New chapter for traditional leaders 

2011-01-29 10:00  

Pretoria - A chairperson and deputy chairperson of the house of traditional leaders were elected 

on Friday.. 

 

"We are reviving the institution. We are launching a structure that will be very strong in rural 

development," said Co-operative Governance and Traditional Affairs Minister Sicelo Shiceka. 

 

He was speaking shortly after the election of Pontsho Phopolo Maubane as chairperson and 

Kgoshighadi Moremadi Mathapo as chairperson. 
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SECTION 3: RESPOND TO SELECTED TEXTS IN A 
MANNER APPROPRIATE TO THE CONTEXT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 

On completion of this section you will be able to respond to selected 

texts in a manner appropriate to the context 

Assessment Criteria  
 

On completion of this section you will be able to: 

❖ Instructions and requests are acted upon.  (SO 3, AC 1) 

❖ Text-type, format and register used are on the appropriate 

level of formality.  (SO 3, AC 2) 
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3.1 INTRODUCTION 

 

It's not always fun having to follow instructions and directions but they are important because 

they help things to turn out better. They also help to keep us safe, and they help us to make and 

do some really cool things. 

 

Importance of instructions 

I. How could you make it?  

Suppose you tried to put a bicycle together without instructions. You had never put one 

together before and you didn't have anything to go by to help you. Without instructions, 

you could easily end up putting the handlebars on backwards. Or, you could put the thing 

completely together and suddenly discover that you forgot the pedals. It would be an 

interesting bike...but you wouldn't be able to ride it. You would have to take it apart and 

try again.  

 

II. How could you do it?  

If a team of football players didn't have instructions for playing the game, each of them 

would be doing their own thing out on the field. There would be so much confusion that 

there would be no game.  

Sometimes, we don't like being told what to do though. Sometimes, we are in a hurry. 

Sometimes, we would rather do things ourselves. Well, my answer to that is, if there are 

directions or instructions, it's best to go by them. After all, you want others to follow them. 

Otherwise, what if your mom used salt instead of sugar in the cake she was making? You would 

be spitting the awful tasting stuff out as you ran to the sink for water. Or, what if your aunt 

decided to make you a shirt without reading the pattern instructions? You might end up with a 

shirt with five sleeves in it. Whatever would you do with five sleeves?  

Directions and instructions save us time. They save us energy. And they save us trouble. They 

also keep us from having to say, "OOPS!" and "UH OH!" more often than we should. 

 

3.2 FOLLOWING WRITTEN INSTRUCTIONS 

Performing well in any task usually includes following written instructions. . If your child gets a toy 

or bike for a present and you do not follow the written instructions on how to put it together then 
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you will have one unhappy child. When you suffer from a disease or illness, you must follow your 

doctor's written instructions if you want to overcome the illness. 

The following are steps that one must follow when acting on written instructions. 

 

Step 1 

Read all of the written instructions all the way through at least once. 

 

Step 2 

Understand the written instructions. If you have a question reread the instructions or the 

part you do not understand. 

 

Step 3 

Comprehend what the instructions tell you to do. Do not start to follow the instructions until 

you are completely clear with them. If necessary, call the person who wrote the instructions 

and ask any questions you still have. 

 

Step 4 

Follow the written instructions. Perform each step of the instructions in the exact order 

written. For example if the instruction says "take pill 'a' with a full glass of water and then 

take two pill 'b' with orange juice", make sure you take pill "a" first. 

 

Step 5 

Keep the instructions with you as you follow them. Even if you think you will remember 

them, find and read the instructions. Follow the written instructions at the same. 

 

STRATEGIES FOR READING AND INTERPRETING 

The two main strategies for reading and interpreting instructions include: 

I. Identifying key words in an instruction 

Identifying good key words involves making a list of the words that will help you 

understand and correctly interpret the instruction that you are reading. That is, key words 

“unlock" the doors that will lead you to useful information. Good key words are the 

important words or short phrases that specifically describe a sentence or paragraph 

forming an instruction. 
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II. Undertaking instructions using keywords 

Keywords can be used to successfully undertake instructions but this mainly depends on 

the experience of the person. Someone who just started a technical job today may find it 

hard to use key words to undertake the instruction. But, someone who has been doing 

the same job for many years can use keywords as guidelines or reminders when 

undertaking his/her instructions 

 

Steps in identifying key words 

1. Read the instruction two or three times. 

2. Visualise the end thing that must be done if the instruction is correctly followed. 

3. Write one or two sentences about your instruction i.e what it is all about. 

4. Brainstorm the main components that make up the final thing. 

5. Add to your list any subcomponents to the identified main components 

6. Think of more activities that are linked to the sub components Add those to the list. 

7. Brainstorm possible resources that can be used to do the above activities of producing 

sub components 

8. Now you should have a pretty long list of words and phrases that you can use to search 

for information.  

9. Now reread the instruction marking  highlighting words that correspond or are 

synonymous  to your list of brainstormed key words  

 

EXAMPLE:  

Assume you have been given an instruction on how to make an exercise book. This is how 

you do it to find out key words. 

1. Read carefully the instruction manual. 

2. Visualise the book that must be produced if the steps are correctly followed 

3. write one or two sentences about your instruction 

Making an exercise book 

4. Next, underline all of the specific words that describe what you want to do 

o Exercise book 
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5. Add to your list any other words that mean the same thing (synonyms) or are related 

terms .i.e the main components that make a book 

• Book> hard cover>pages 

6. Think of more activities that are linked to the sub components Add those to the list 

Hard cover> binding/gluing  

Pages>drawing lines>measurements 

 

10. Brainstorm possible resources used to do the above activities of producing sub 

components 

Binding>Stapler>staples  

Drawing lines>ruler>marker> 

11. List all the identified words and these words become KEYWORD 

 

Book Stapler 

Binding Pages 

Hardcover Gluing/glue 

Measurements Drawing lines 

 

12. Now restudy the manual with the above table next to you. Once you come across the 

same word which is part or synonymous or related to the one in the table highlight it. At 

times you may not find the actual word in the instruction for example measurement but 

find the actual measurement figure (the lines must be 10cm long). So in that case you 

highlight 10cm as a key word defining measurement. 
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READ THE FOLLOWING INSTRUCTIONS AND INTERPRET THEM TO YOUR COLLEAGUE  

 

1. BRAZILIAN CHICKEN RECIPE 
 

The exotic flavours of this chicken recipe will turn an ordinary meal into something to remember. 

The tang of orange mixed with the heat of hot pepper salsa are blends for the bold hiding in even 

the most timid diners. 

 

Ingredients: 

• 1 lemon  

• 1 lime  

• 1 can (8 ounces) tomato sauce  

• 1 can (6 ounces) frozen orange juice concentrate  

• 1 1/2 cloves garlic, minced  

• 1 teaspoon dried Italian seasoning  

• 1 teaspoon hot pepper salsa  

• 4 boneless, skinless chicken breast halves  

• 3/4 cup chunky salsa 

Directions 

i. Grate the zest of the lemon and lime into a resealable bag. 

ii. Squeeze the juice from both fruits into the bag and throw out the pulp and the seeds. 

iii. Mix in everything else except the chicken and chunky salsa. 

iv. Drop in the chicken, reseal the bag, and refrigerate for a few hours. 

v. Grill the chicken, turning and basting with marinade a few times, for 10 to 15 minutes, or 

until the center is no longer pink. 

vi. Serve with salsa and fluffy white rice. Makes 4 servings. 

 
2.  REPLACING A FUSE PLUG 
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Step 1 

Remove the plug cover either by unscrewing it, or sliding the cover off the plug base, which is 

the main part with the two prongs for plugging into an outlet. 

Step 2 

Use needle nose pliers to remove a blown fuse -- the small, glass tube with metal ends on 

either side. You can tell whether the fuse is blown by examining the glass tube. It will be dark 

and smudged, or the visible wire inside will be broken. 

Step 3 

Insert a replacement fuse with an identical amp rating into the metal brackets of the fuse 

housing. 

Step 4 

Replace the plug cover 

 

FACILITATOR LED ACTIVITY: 

 

Do the following exercise: 

 

I. STAND UP. RAISE YOUR HANDS. STRETCH. BEND OVER. TOUCH YOUR 

KNEES. STRAIGHTEN UP. TOUCH THE FLOOR. STRAIGHTEN UP. TURN 

AROUND. BEND BACKWARDS. STRAIGHTEN UP. TURN AROUND. PAT THE 

PERSON NEXT TO YOU ON THE HEAD. SIT DOWN. (Thank you!) 

 

II. Have you ever phoned a friend for directions on how to get to their house? Did they give 

you directions, which if complicated; you would have had to have written down? And 

when you followed those directions, did you get there safely? 

 

III. How about following a recipe? Have you ever followed a recipe in order to make a 

cake or meal? What happens when you don't follow the instructions or directions 
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correctly? —Inevitably, it ends up in disaster. 

 

 

3.3 TEXT TYPE, FORMAT AND REGISTER AND LEVEL OF FORMALITY 

 

3.3.1 TEXT TYPES 

Texts types are a basic way to identify, explain and assist participants in written communication 

to compose texts. Text types may be fictional (made up) or factual (information reports). 

 The main text types or genres are: 

• Recount - a recount may be personal or factual but is generally a story or report that is 

known to be true. Examples may include news paper reports and stories about people or 

events that have happened to them.  

• Procedure or Instruction - in a procedural or instructional text the writer is usually trying 

to tell the reader how to do something. This may include the resources or tools needed to 

make something and the steps on how to make it.  Examples of this include cooking 

recipes.  

• Narrative - in a narrative text a story is being told to the reader. It is a bit like a recount 

but is usually a made up story. It usually has a number of events that take place and a 

problem that needs to be solved by the characters. It usually has a crisis in it and then is 

resolved at the end. An example of this is a fairytale. 

• Report - A report is usually an information text such as an information report that you 

may do for a school assignment about an interesting topic or subject. It can also be a 

news report. A report is usually about something that is real and has different parts to it 

that can be described.  

• Explanation - An explanation text is used to explain a process such as how something 

works. It may involve explaining a series of steps involved in why something happens and 

what happens. This is sometimes called ‘cause’ and ‘effect’. An example may also 

include using a picture or a flow chart.  

• Argument - An argument text is used when the writer wants to persuade the reader to 

agree with them. The writer usually includes their opinion on something that has 

happened in the world for example. This can be seen in a news article when the writer 

has expressed what they things of what has happened and gives reasons for what they 

have said.  

• Each of these text types are used for different purposes and follow a different style or 

structure when you write.  
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The table below shows the text type, its purpose, structure that is supposed to be used and the 

language feature.  

Text Type  Purpose Structure Language Feature 

Report To classify and/ 

or describe 

 

• General statement or 

classification 

• Description 

• Technical language 

• Simple present tense 

• Generalised terms. 

Recount To retell a series 

of event 

 

• Orientation  

• Series of events 

sequenced in time 

 

• Descriptive language  

• Past tense 

• Time words to connect 

events 

• Words which tell us 

where, when, with 

whom, how? 

Narrative • To entertain 

• Amuse  

• Instruct 

 

• Orientation/ 

Complication 

• Evaluation/ Sequence of 

events 

• Resolution 

 

• Usually specific people/ 

participants 

• Time words used to 

connect events 

• Action words mostly in 

sequence of events and 

resolution 

• Nouns describe 

characters, setting. 

Procedure To instruct 

someone on how 

to do something 

 

• Goal  

• Steps 

 

• Verbs often at the 

beginning of each 

instruction 

• Words/ groups words 

which tells us how, how, 

when, where, with 

whom? 

Explanation To explain how 

or why something 

occurs 

 

• Phenomenon 

identification 

• Explanation sequence 

 

• Technical language 

• Use of words such as 

‘because’, ‘as a result’, 

to establish cause/ 

effect sequence. 
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Exposition/ 

Discussion 

• To persuade 

by arguing 

one side 

• Discussion 

many sides to 

argument is 

an option. 

• Thesis 

• Arguments 

• Reinforcement/ 

Conclusions 

 

• Words that qualify such 

as usually, probably 

• Words that link 

arguments such as 

firstly, on the other hand 

 

Response To respond to an 

artistic work 

 

• Context of artistic work  

• Description of work 

• Judgement 

• Words that express 

judgements 

• Descriptive language 

 

3.3.2 REGISTER 

Register is an important concept for composing and responding to a text. It is a concept that 

refers to particular types of language that are used for particular purposes. There is formal and 

informal register.  

 

To achieve a formal register a composer needs to use formal language. This means that the 

composer will use correct grammar and avoid any colloquial language, slang or jargon. The 

types of texts where you will find a formal register will be in essays, expositions, discussions, 

letters to the editor (with some exceptions) and newspaper reports. This list is by no means 

exhaustive. 

 

The best way to determine whether a text that you compose should have a formal register is to 

consider the audience and the purpose. For example, would you use a formal register when 

emailing a friend? What if you were applying for a job? 

 

To achieve an informal register, a composer needs to use informal language. This means that 

the composer does not need to use absolutely correct grammar and can use colloquial language 

and slang. Remember that spelling is still important and to use slang wisely. Examples where 

you could use or see texts with an informal register might include journal entries, emails to 

friends, conversations with friends, when you are writing dialogue in a narrative. Again this list is 

not exhaustive and you should consider the purpose and audience of the text and think, 'What 

register would be most effective to reach my audience. 

 

3.3.3 FORMAT 

Formatting involves the use of; 

• Capital letters 



 

DOC NO. AND REVISION DATE CREATED/REVISED RESPONSIBLE DEPARTMENT DOCUMENT NAME PAGES 

ATI_DOC September 2019 Training US 119457 
Learner Guide 

Page 43 of 47 

 

• Paragraphs 

• Font size. 

• Indenting and alignment 

• Character spacing 

• Underlining  

• Font colour 

• Line and page breaks 

• Page numbering 

NOTE: Text type, format and register used in text must be suitable to appropriate level formality 

 

 

 

Activity 

The following are formal safety instructions of operating a data projector. Explain whether text-

type, format and registers used are appropriate to the level of formality 
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SECTION 4: EXPLORE AND EXPLAIN HOW 
LANGUAGE STRUCTURES AND FEATURES MAY 
INFLUENCE A READER/VIEWER 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Outcome  
 
On completion of this section you will be able to explore and explain 

how language structures and features may influence a 

reader/viewer 

Assessment Criteria  
 

On completion of this section you will be able to: 

❖ The choice of words/signs, language usage, symbols, pictures 

and tone/sign size and pace is described in terms of how a point 

of view is shaped or supported.   (SO 4, AC 1) 
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4. LANGUAGE STRUCTURES AND FEATURES 

 

When reading it is important to pay attention to the structural features of the text.  

Structures of language refer to characteristics of the overall ordering and organisation of texts. 

Features of language refer to the grammar of speech and of writing.  

The choice of words, language usage, symbols, pictures and tone size and pace determines how 

a point of view is shaped or supported. In addition, bias, humour, irony, stereotyping, sarcasm 

can be reflected in language structure and features. 

 

Bias is when a statement reflects a partiality, preference, or prejudice for or against a person, 

object, or idea. Much of what you read and hear expresses a bias. Bias is when a writer or 

speaker uses a selection of facts, choice of words, and the quality and tone of description, to 

convey a particular feeling or attitude. Its purpose is to convey a certain attitude or point of view 

toward the subject. As you read or listen to biased materials, keep the following questions in 

mind:  

• What facts has the author omitted?  

• What additional information is necessary?  

• What words create positive or negative impressions?  

• What impression would I have if different words had been used?  

 

I. Language usage 

Language usage refers to the rules for making language, i.e. the structures used. It can 

be compared to use, which considers the communicative meaning of language. 

Language usage can also determine the point of view of the author. 

 

II. Choice of words 

This means selection of words that a writer uses to express ideas and decide how he/she 

will arrange those words into sentences and paragraphs. Choice of words does not 

necessarily mean the use of difficult, uncommon and high-sounding words. Even the 

simplest and commonly-used ones can strike the fancy of the reader and can be utilized 
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exceptionally depending on how it is applied in writing. Words that are specific, precise 

and appropriate are needed to make detailed sentences. 

 

Some writer reacts when an impulse moves. Then they utter words that come to their 

mind without thinking of the effect that such loosely spoken words would have on others. 

Little they realize that words are like birds and once they fly away you cannot catch them 

back. It is interesting to analyze and find that there are different types of words. There are 

bad words; good words. There are also words that flash anger, hatred, dislike and words 

the denote love, compassion, goodwill etc. 

 

The following are examples of words that can result in misrepresentation, discrimination, 

racist, sexist; 

• Chairman  

• Landlord  

• Black man  

• Foreman  

 

 

Tone 

Detecting the tone of a story is similar to picking up on tone of voice. It's not what is being 

said or done it's a matter of how. Tone is the manner in which an author expresses his or 

her attitude; the intonation of the voice that expresses meaning.  

 

Tone is described by adjectives, and the possibilities are nearly endless. Often a single 

adjective will not be enough, and tone may change from chapter to chapter or even line to 

line. Tone is the result of allusion, diction, figurative language, imagery, irony, symbol, 

syntax, style, and so on. 

 

A story with a dark, ominous tone will probably have more negative descriptions than a light, 

happy comedy.  

A story with a suspenseful, adventurous tone will probably have lots of short sentences and brief, 

matter-of-fact descriptions. A sad, romantic story will often have long, detailed, sentimental 

descriptions. 

 

III. Pictures 
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Some pictures flatter a person; others make the person look unpleasant. A writer can choose 

photos to influence opinion about, for example, a candidate for election.  

 
Example of picture showing the authors point of view (biases; preferences and humour) 
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