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vskillbuilders n reading n level 1

Introduction

Functional Skillbuilders have been specifically developed to support teachers delivering
Functional Skills. There are 30 volumes in the series providing a dedicated book for each
section and level of the Functional Skills standards in English and maths. The series has
also proved to be invaluable to support English and maths skills for a range of students
whether they are working towards Functional Skills, Apprenticeships, Foundation and
Progression Awards or simply brushing up on their skills.

All the task-based activities in Functional Skillbuilders are based in three workplace
settings – a hotel, a supermarket and a factory. This helps make the activities both real
and relevant to adult and young adult learners. Knowledge about each workplace builds
cumulatively as students progress through the levels. The tasks become increasingly work
specific as students progress through the series. Students     will find the tasks in Level 1
Reading more demanding and entirely work focused.

Functional Skills

These activities are task-based and provide teachers with a variety of materials to build
the full range of Functional Reading skills. The first section of the book explicitly teaches
the Functional Reading skills required at Level 1. Students then have 2–3 more
opportunities to build and apply these skills in vocational contexts, allowing the teacher to
teach skills, enable practise and to check learning. 

By the nature of this book, most of the activities are on paper. We have made suggestions
for on-screen work in the teaching notes. We have also included a list of websites for
teachers to use as source material to create on-screen reading tasks relevant to the
manufacturing, retail and hotel industries, these are on page 66. Teachers should bear in
mind the complexity and reading level of texts and select pages as appropriate as possible
for Level 1 students.

Functional Skillbuilders are designed to be mediated by teachers. The teaching notes
explain the skills addressed on each worksheet and provide guidance for teaching
strategies. Teaching materials have also been included. Templates for group work are
included at every level.

How to use this pack

Ask the student to complete the checklist on page xv with you. This checklist will tell you
the reading skills your student most wants to practise. Use the outcome of this discussion
to agree targets with the student and use the table to identify suitable worksheets.
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Introduction

vi

Teaching point

If there are any teaching points on the worksheet they will appear like this.

Teaching notes

There are teaching notes for each worksheet. They explain the purpose of each worksheet
and any groundwork that the teacher needs to cover first. The teaching notes include
suggestions for group work, work in pairs and extension work. 

Worksheets

A box like this at the top of each worksheet tells students the skills they will
practise, ensuring that they are aware of learning outcomes from the outset.

Mapping

Mapping to the Functional Skills standards is available electronically. Please email
enquiries@axiseducation.co.uk. 

Additional teaching materials

Templates for group work are at the very back of the pack. Photocopy them as required.
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viiskillbuilders n reading n level 1

Teaching notes

These teaching notes are organised by
worksheet. There are teaching notes for every
worksheet and they are designed to be read in
conjunction with a photocopy of the relevant
worksheet. The skills covered are listed
alphabetically in the Student checklist on page
xv of this pack. The Groundwork section
highlights the skills that need to be taught before
your students tackle the worksheets, together
with teaching suggestions. Suggestions for
paired and group work are also included.

Worksheet 1
Improving dictionary skills

Groundwork

Use the teaching point to explain what dictionary
entries look like. You should also show your
students an entry in a real dictionary. 

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Prepare dictionary entries, as on Worksheet 1,
for your students to annotate. 

Worksheet 2
Improving dictionary skills

Groundwork

Use the teaching point to discuss common
abbreviations in dictionaries. Ask your students
to suggest the sorts of abbreviations that they
might expect to see.

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Ask students to look up a variety of words to suit
their particular needs. This is an ideal
opportunity to use reading skills online using
online dictionaries. You could either devise a
suitable list of words for your students to look
up, or ask students to devise a list for
themselves. We recommend
http://dictionary.cambridge.org/ and
http://www.ldoceonline.com/.

Worksheet 3
Improving dictionary skills

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Prepare quizzes like the example in Worksheet 3
as a revision activity. 

Worksheets 4, 5
Borrowing words

Groundwork

Ask students if they are aware of any words that
have been borrowed from other languages. You
could write a list of words on a board (to include
some borrowed words) and ask which words they
think are borrowed and why.
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Teaching notes

viii

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Ask students to look out for borrowed words
when reading a variety of texts. They could keep
a dictionary of these words. Some students can
be particularly motivated to find out the origins
of words – they may enjoy using an etymological
dictionary. Ask students to look up words using
an online etymological dictionary:
www.etymonline.com.

Worksheets 6, 7
Improving grammar – nouns

Groundwork

Use the teaching points on these worksheets to
explain the meanings of abstract and collective
nouns.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Worksheets 8, 9
Structure of texts

Groundwork

Use the teaching point on Worksheet 8 to
demonstrate how the presentation and
vocabulary of text is linked to its purpose. Ask
your students if they can think of any other
examples. Write them on the board.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Gather a selection of texts and ask students if
they are able to identify their purpose without
reading the words – using the presentation and
layout as the only clues.

From the same selection of texts extract a list of
20 key words and see if students can identify the
purpose of the text from the key vocabulary alone.

You could source a selection of different websites
and carry out a similar activity, ask students if
they can identify the purpose of the website just
by looking at presentation and layout.

Worksheets 10, 11
Use of images in text

Groundwork

Ask students to provide you with examples of
texts that are likely to be accompanied by images.
Make a list of the types of text on a board.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Gather a selection of texts with images. Use
them for a variety of tasks:

n Compare the types of images used. Can
students categorise them into types – graphs,
charts, tables, illustrations, maps and so on?
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Teaching notes

n Practise techniques of skimming, scanning and
detailed reading.

n Use them to form the basis of comprehension
activities.

Source a selection of websites or digital
documents that use images to carry out the
bulleted activities.

Group work

Use template 1 (T1) and a road atlas to conduct
a map reading / following directions exercise as
a group activity. Ask students to follow the route
given – is it clear? How could the map be
simplified?

Worksheet 12
Understanding inference

Groundwork

Use the teaching point to explain what inference
is. Ask your students if they can think of any
other sorts of texts in which they may be
expected to ‘read between the lines’. Write the
examples on a board.

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Gather a selection of texts that require students
to use inference to gather the full meaning. Use
them for a variety of tasks:

n Practise techniques of skimming, scanning and
detailed reading.

n Use the texts to form the basis of
comprehension / cloze activities.

n Examine the language used and discuss whether
the meaning is clear or if the vocabulary and
sentence structures obscure the meaning.

n Discuss the effect of the layout / structure of
the text.

Ask students to re–write texts, making the
meaning explicit. Ask students to identify
inference on digital documents. The internet is a
rich source of opinions and reviews.
www.ciao.co.uk and www.reviewcentre.com are a
good place to start.

Worksheet 13
Words that create mood

Groundwork

To demonstrate how words create mood, conduct
this introductory activity. Write these words on a
board: business–like, friendly, warning. Ask them
to plan the draft of three separate letters which
have to convey the moods on the board. Ask
students to provide you with a list of key words
to help create the mood of each letter.

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

In a variety of texts ask students to identify the
mood and to highlight the vocabulary that
contributes to the mood. Does the mood of the
text change at all? How is this achieved?

FSB_Reading L1_2011_U_Reading L1  01/09/2016  06:06  Page ix



skillbuilders n reading n level 1

Teaching notes

x

Worksheets 14, 15
Read and understand company
policies and procedures

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Group work

One of the points from Worksheet 14 has been
used to create a cloze procedure. This is available
on template 2. Use it to conduct this exercise as a
group activity. You can either give your students
the group of words and ask them to choose the
best option for each gap, or ask them to choose
suitable words without any prompt. The missing
words are all nouns: customer, staff, member,
request, salad, alternative, glasses.

Extension work

Use passages from the report to create more
cloze procedures. You could customise these for
particular classes of word – pronouns, adjectives,
verbs, technical vocabulary and so on. 

Use the sentences with inverted commas on
Worksheet 14 to ensure that your students know
the conventions of using these punctuation
marks. 

Worksheets 16, 17, 28, 29, 42, 43, 44,
45
Read and understand workplace
documentation – job appraisal records

Groundwork

These eight worksheets will help your students
understand the process of job appraisal. Use the
teaching point on Worksheet 16 to explain what
appraisal is. Refer back to this worksheet as
required.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

If your students are in employment ask them to
bring in details of their company’s appraisal
scheme. Use the documents for a variety of
reading tasks:

n Compare appraisal documentation from
different companies and for different job roles.

n Practise techniques of skimming, scanning and
detailed reading.

n Use them to form the basis of comprehension
tasks.

n Role–play appraisal interviews.

Worksheets 18, 19
Reading a timetable and the
description of a process 

Groundwork

Explain that many companies run an induction
procedure for new employees. Write the word
induction on a board and ask students what they
think it means. Explain that Worksheets 18 and
19 will tell them about induction. Don’t give
them a clear definition at this point.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Use the information in the worksheet to ask
questions about the amount of time Linda will
spend on different aspects of her induction training.
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Teaching notes

Ask students to list all of the parts of the hotel
mentioned in the text.

Group work

Template 3 shows a timetable for external staff
training. Use it to conduct comprehension / table
reading exercises as a group activity.

Worksheets 20, 21
Reading the minutes of a meeting 

Groundwork

Ask students to look up the word minutes in a
dictionary. There are several definitions. Use the
teaching point to explain what the minutes of a
meeting are.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work 

Ask your students to highlight any of the
vocabulary they don’t understand. They can
either use a dictionary to look up the meaning or
try to work out the meaning from the text. Some
PLCs, councils and government departments
make minutes of meetings available online. You
could use these as source materials to create
your own comprehension activities.

Group work

Templates 4 and 5 provide a further set of
minutes. Use them to conduct a comprehension
exercise as group work.

Worksheets 22, 23, 26, 27, 38, 39, 48, 49
Reading company literature 

Groundwork

Explain that companies produce a variety of
literature for different purposes. If possible, try to
show your group examples of literature from one
company. Examples of advertisements for
products / services, advertisements for staff, job
descriptions, reports and brochures would all be
useful. Use the examples to ask students what
they consider to be the purpose of each item and
what clues in the text and layout lead them to
their conclusions.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks. 

Extension work

Use the examples of company literature and
company websites as source material for a
variety of reading tasks:

n comprehension / cloze activities

n examining the use of words to create mood /
overall impression

n discussing the effect of the layout / structure
of the text

n distinguishing between fact and opinion.

Worksheets 24, 25
Reading external information about a
company 

Groundwork

Explain that there will be difference between the
information a company makes public about
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Teaching notes

xii

itself and information written about a company
by a third party. Can your students give you any
examples?

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Ask students to highlight all the words and
phrases that have helped to create the mood of
the passage. Substitute these words for others
(from a list prepared by the teacher) and ask
students to discuss how the new words change
the mood. 

The writer uses various techniques to infer
meaning. Ask students to highlight the phrases
for which readers have to infer meaning. Discuss
how the writer achieved this. 

Worksheets 30, 31, 40, 41
Reading details about training
courses 

Groundwork

Explain that many companies run training
courses for employees. Ask students if they have
been trained at work and what courses they
have done.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Gather information on a variety of training
courses in paper and digital format and use
them to carry out the following tasks:

n general comprehension / cloze activities

n comprehension from a timetable

n discussing the effect of the layout / structure
of the text

n examining the words used to promote various
courses

n examining the words used to distinguish
between levels of courses on the same subject
(for example the differences between the
contents of a course leading to GCSE French
and a course leading to A level French).

Worksheets 32, 33, 36, 37
Reading reports and policies 

Groundwork

Explain the difference between company
literature – printed matter designed for general
external consumption, and company reports and
policies – either designed for internal
consumption or for specific external purposes. If
possible, provide examples of these – you could
use examples from this book and others in the
Skillbuilder series.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work 

Ask students to compare the styles of these two
reports. Which one do they think is for internal
use and which for external? Ask students to give
reasons for their answers.
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Teaching notes

Ask students to examine the vocabulary and
structure of the reports. Can they draw any
conclusions?

Worksheets 34, 35, 50, 51
Reading business letters 

Groundwork

Ask students to define the term business letter.
Do they think that business letters have defined
characteristics? What are they? Scribe their
responses on a board.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work 

Ask students to answer these questions about
the letters:

n What is the relationship between sender and
receiver? 

n Does the letter reflect that relationship? How
does it achieve this?

n How do they think the receiver would feel? 

Group work

Templates 6 and 7 provide a further example of
a business letter. Use them to carry out these
tasks as group activities:

n general comprehension / cloze

n examine the language used and discuss
whether the meaning is clear or if the
vocabulary and sentence structures obscure
the meaning

n discuss the effect of the layout / structure of
the text

n discussion of any specific problems. Think
about business letter style, spelling,
punctuation and grammar.

Ask students to bring in examples of business
letters – from insurance companies, banks, utility
suppliers and so on. Use them to carry out the
above activities. You could also choose one of the
letters and ask students to re-write it.

Ask students to draw up a checklist for writing a
good business letter (this should include thinking
about the letters’ recipient, running a spell– and
grammar–check and reading the letter aloud).

Worksheets 46, 47
Reading instructions 

Groundwork

Use the teaching point to introduce your
students to the language and structure of
instructions.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the tasks.

Extension work

Source a selection of instructions for your
students to carry out a variety of tasks:

n general comprehension/cloze activities

n examine the language and structure used

n scramble the order and ask students to use
clues in the text to correctly sequence the
instructions
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n are all of the instructions clear? Ask students
to re-write and improve on clarity, structure
and layout. 

You could also use online instructions as the
basis of an extension activity. These are useful
websites which you can use as the basis for
creating group or individual extension activities:
www.howtomendit.com,
www.howtocomplain.com.

Group work

The information on template 8 is a set of
instructions for operating a copying and
scanning machine. Use the template to conduct
a sequencing exercise as a group activity.

Teaching notes

skillbuilders n reading n level 1xiv
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Student checklist

Functional Skillbuilders Reading Level 1 will help you improve your English skills. This chart lists
the reading skills covered in this book. Tick the boxes to say which skills you think you will find
the most useful to practise. Then discuss your ideas with your teacher.

Skill � Worksheets

Improve grammar – abstract nouns 6

Improve grammar – collective nouns 7

Improve grammar – use the imperative 46, 47

Read a hotel review 24, 25

Read a menu 5

Read a timetable 18, 19

Read and understand company polices and procedures 14, 15, 32, 33, 48, 49

Read and understand information about 30, 31, 40, 41
training courses 

Read and understand information from brochures 22, 23, 26, 27, 38, 39

Read and understand information in business letters 34, 35, 50, 51

Read and understand information in charts 10

Read and understand information in diagrams 10

Read and understand information in tables 18, 36, 37

Read and understand job appraisal documentation 16, 17, 28, 29, 42, 43, 44, 45

Read forms 16, 17, 42, 43, 44, 45

Read health and safety guidelines 11, 45, 46, 47

Read letters 34, 35, 50, 51

Read minutes of meetings 20, 21

Read reports 10

Read words borrowed from other languages 4, 5

Understand how to create the mood of text 13, 34, 35, 38, 39, 42, 44, 43, 45, 48, 49, 50, 51

Understand inference 12, 24, 25

Understand that language and layout reflect purpose 8, 9

Use a calendar 18, 19, 34, 35

Use and understand dictionary entries 1, 2, 3

Use dictionaries to find out the meanings of words 2, 3
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1skillbuilders n reading n level 1

Use and understand entries in a dictionary.

1. Dictionaries 1

Each word in a dictionary and the information that follows it is called an entry. They usually
look like this:

Dictionaries use abbreviations to keep the entries as short as possible.

Hotel n. house for accommodation of
paying travellers etc., (usu. large) inn.
Hotelier n. hotel keeper. [f. French –
hotel, later form of hostel].

headword
word class

definition

derivative origin

Label these entries:

Supermarket n. large self–service
store selling foods and some
household goods. [f. super + market]

Factory n. a building or set of
buildings where large amounts of
goods are made using machines.

Chairman n. a person in charge of a
meeting or organisation.
Chairmanship n. [from prec. + man].
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skillbuilders n reading n level 1

Use and understand entries in a dictionary.

2. Dictionaries 2

2

Abbreviations used in dictionaries are often listed and explained inside the front cover. A list of
common abbreviations is given at the bottom of the page. Abbreviations are usually given for
the word class and other frequently used words, as in this example:

Use a dictionary to look up these words, note the word class and list any derivatives
and given origin.

Supermarket n. large self–service
store selling foods and some
household goods. [f. super + market]

a. adjective
abbr. abbreviation
adj. adjective
adv. adverb
colloq. colloquialism
conj. conjunction

contr. contraction
etym. etymology
f. from
imper. imperative
inf. infinitive
irreg. irregular

n. noun
phr. phrase
pl. plural
prec. preceding entry
pron. pronoun
sing. singular

Headword Word class Definition Derivative Origin

Meeting

Business

Letter

Manufacture

Sell

Leisure

Resign

Hire

sl. slang
usu. usually
v. verb
w. with
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Use and understand entries in a dictionary.

3. Dictionaries 3

Read these statements and decide if they are true or false. Then use a dictionary to
check your answers.

Statements True False

1. Reception comes from the Latin word meaning to receive.

2. Room service is when a hotel brings food and drink directly
to a guest’s bedroom.

3. A vestibule is a cellar.

4. The word waiter is a derivative of the verb wait.

5. Chef comes from the French meaning knife.

6. There are more than two meanings of the word counter.

7. In correct English car park should be written as two separate
words.

8. The word queue also means tail.

9. Deli is a colloquial term for delicacy.

10. Trolley can be correctly spelled in two ways.

11. There is only one definition of the word shift.

12. Registering arrival or departure at work on an automatic
recording clock is known as clocking in or out.

13. The word production is a derivative of the word product.

14. Courier comes from the Latin word meaning to run.

15. Market and promote are synonyms.
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skillbuilders n reading n level 1

Understand that languages borrow words from each other.

4. The borrowers 1

4

The English language has more words than any other, yet it still uses words that are borrowed
from other languages, for example: 

vase ballet garage restaurant avalanche café – come from France

confetti graffiti ghetto opera studio spaghetti – come from Italy

curry veranda shampoo jungle bungalow – come from India

Knowing where words come from can help you to spell and pronounce them correctly. Ballet
comes from the French in origin, which is why you don’t pronounce the t. A dictionary of
etymology lists the origins of words, and this information is also given briefly in normal English
dictionaries.

Read this text and highlight the words that you think may have been borrowed from
other languages. Then use a dictionary to find out their origins.

When the temperature starts to rise, there’s nothing nicer than dining al

fresco. And Plymouth has plenty of choice when it comes to eating and

drinking outdoors. Choose from a riverside hideaway, a pavement

trattoria or a picturesque courtyard. 

DINING AL FRESCO

The Greenhouse

Tucked away in the back streets of the Barbican is this idyllic garden.

Enjoy a three-course menu for £35 (including coffee and petit fours), à la

carte, Sunday brunch or a pre–theatre menu (17.30–19.00). 

The Opera Terrace

The Opera Terrace next to the Theatre Royal, overlooking the Piazza, is

the perfect place to watch the world go by. The terrace boasts some of

the best steak frites in town. The prix fixé menu offers three courses for

£20.95 throughout the week and for lunch on Saturdays and Sundays.
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Understand that languages borrow words from each other. Read a menu.

5. The borrowers 2

Read the Old Hall Hotel’s Monday lunch menu. 

Highlight all the words you think are borrowed from other languages. Find out their
meanings and their origins.

Lunch menu

Appetisers
Chef’s home made Soup of the Day ~ £5.40

Smooth Chicken Liver & Brandy Pâté served with Warm Toast ~ £5.60
Risotto of Smoked Haddock and Tarragon,

Grain Mustard Ice Cream ~ £5.85
Garlic Mushrooms served with a Crisp Salad ~ £5.65

Norfolk Goats’ Cheese Tartlette served with Chef’s home made Green
Tomato Chutney ~ £5.60

~ all served with a selection of home baked breads ~

Main courses
Whole North Sea Plaice grilled with Lemon & Herbs ~ £10.95

Deep Fried Goujons of North Sea Cod served with Chips

& Tartare Sauce ~ £9.95
Poached Supreme of Scottish Salmon in a Dill Crème ~ £11.95

Local Beef Sausages on Mashed Potatoes with an Onion Gravy ~ £10.65
Bramfield Pork & Bramley Apple Casserole ~ £10.25

~ all dishes are served with chips, a selection of vegetables or salad ~
Please see the blackboard for Chef’s specials & today’s vegetarian selection

Desserts 
All priced at £4.95

Hot Pistachio Soufflé, Pistachio Ice Cream
Steamed Pear Pudding with Caramelised Apple & Calvados Custard
Warm Chocolate Brownie with home made Vanilla Pod Ice Cream

Plum & Port Compote with Creamed Rice Pudding
Mango Cheesecake on a Passion Fruit Coulis
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skillbuilders n reading n level 1

Improve knowledge of grammar – abstract nouns.

6. Types of nouns 1

6

Abstract nouns are ideas, feelings, qualities or concepts – for example, delight, anger, hatred,
courage. A good way of testing if a noun is abstract is to ask if it can be seen, heard, smelled,
touched or tasted. If the answer is yes to any of these questions, then the noun is not abstract.

Read this passage and highlight all of the abstract nouns.

AutoParts weathered the recession of the mid-’70s and early ’80s, building a

reputation for quality. In 1988 the Directors realised the need to obtain

formal quality status and embarked upon a re-training, expansion and

investment programme with dramatic effect. Turnover increased from £300K

in 1987–88 to £3M in 1998. To our delight, IS09002 was awarded to the

Company in 1990 at the first attempt, and RG2000 was awarded in 1993–94.

Our commitment to quality is renowned. We have established a robust

business platform based upon Quality and Service to our customers. Our

Quality Department is a modern facility which encompasses new and

traditional techniques. Our operators are trained to GNVQ standard and

trained in world class manufacturing techniques. Our setters are trained to

do their own first-off inspection.

Use a dictionary to look up the meanings of the words you have highlighted.

Change these words to abstract nouns. The first one has been done for you.

1. nourish nutrition

2. mad 

3. happy 

4. tired

5. hope

6. good

7. excellent

8. inferior

9. jolly

10. tense
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7skillbuilders n reading n level 1

Improve knowledge of grammar – collective nouns.

7. Types of nouns 2

Collective nouns name groups of things. For example: a flock of birds, a school of fish, a bunch
of bananas. Collective nouns sound as if they are plural, but they are singular. For example,
you would say:

“The committee has decided.” not “The committee have decided.”

Choose the correct form of the verb in these sentences:

1. The group (is / are) going to lunch.

2. The bunch of grapes (was / were) mouldy.

3. The case of wine (has / have) been moved.

4. The fleet of lorries (is / are) stuck in a traffic jam.

5. The swarm of bees (was / were) in the car park.

Choose a word from the list to go in the
spaces. If you aren’t sure which to
choose, look up the words in a dictionary.

6. A of sheep.

7. A of lions.

8. A of geese.

9. A of trees.

10. A of wolves

11. A of teachers.

12. A of shoppers.

13. A of stars.

14. A of computers.

15. A of snails.

Invent your own collective nouns for
groups of these things.

flock     gaggle     forest     pride     pack 
Thinking about how things move, speak
or act will help you come up with ideas.
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skillbuilders n reading n level 1

Understand that language and layout reflect the purpose of text.

8. Making the most of textual features 1

8

The way a text is presented and the words that are chosen should link directly to its purpose.
For example:

An advertisement for coffee might say something like:

“Savour the rich aroma of our finest Colombian beans. 
It only takes a few moments to prepare and makes an ideal break from a busy schedule.”

Whereas instructions for how to make a cup of coffee would simply state:

“Add 1–2 teaspoons of coffee to a cup, pour on boiling water. Add milk and sugar as desired.”

Examine Texts A, B and C below and on Worksheet 9. Use a dictionary to look up the
meanings of any words that you don’t understand. Then answer the questions on
Worksheet 9.

Text A

Method
1. Heat the milk until it starts to feel warm. Remove from the heat and stir in
the saffron (with a metal spoon). Allow to steep for 20 minutes. 

2. Place the yolks and sugar into a bowl, whisk until almost white and then
whisk in the flour. 

3. Reheat the milk to boiling point.
4. Temper the egg mixture by slowly adding half the hot milk to it while
constantly stirring.

5. Stir the tempered egg mixture into the remaining hot milk, and continue to
cook over a medium heat, stirring constantly, until the mixture thickens
slightly and coats the back of a spoon (this should take no more than 5
minutes). 

6. Strain and use.

Text B

Short life dairy products
The Short Life Dairy Product (SLDP) is the grocery success story of
the decade. The category is now the largest in grocery and drives
growth in this otherwise static market. Sales of SLDPs reached
£1,273 million last year. The sector growth is mainly driven by
yoghurt and chilled desserts.
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9skillbuilders n reading n level 1

Understand that language and layout reflect the purpose of text.

9. Making the most of textual features 2

Text C

Simply the best pre-mixed custard in the world! 

Savour its velvety-smooth creamy texture.
Enjoy the taste of real vanilla.

Quality ingredients make the creamiest of custards.
Enjoy our best–selling Country Custard with your dessert.

Or for total indulgence, enjoy a deliciously wicked bowlful of
pure Country Custard on its own!

1. What do you think is the purpose of each text?

2. How does the language used achieve the purpose? Give specific examples.

3. What effect does the structure have on the meaning of each text?

4. How does the presentation affect the overall meaning?

5. Use language and structure to change the instructions of Text A into an
advertisement for the product.

Answer these questions about Texts A, B and C on Worksheet 8 and above.

FSB_Reading L1_2011_U_Reading L1  01/09/2016  06:06  Page 9



skillbuilders n reading n level 1

Gain information from text and charts.

10. Sales report

10

Read this report about chilled dessert sales then answer the questions at the foot of
the page. Use a dictionary to look up the meanings of any words you don’t
understand.

CHILLED DESSERT SALES

Value sales of chilled desserts have grown by 8.4% to
£407 million. This is now the second largest sector in
the Short Life Dairy Product (SLDP) category and the
fastest growing. At Blackwell’s we have noticed a huge
increase in demand for indulgent desserts and we
believe that this has driven the sector. Sales of trifles,
mousses, rice and traditional puddings all show
increases and account for the majority of our chilled
dessert sales.

We are pleased to note that supermarket own brands
(known as Retailer brands) still make up the majority
of sales in this sector, but overall we notice that some
market share has been lost to a number of growing
brands. Müller Dairies are a notable contender and
their sales value increased by 38% last year led by its Müllerice and Müllerlight ranges. Müllerice is up 23% in
value year on year and accounts for 9.9% of the sector. The rice sector became the fastest growing of the chilled
desserts sector (up 17.9% year on year). We believe that heavy television advertising of Müllerice and its ensuing
popularity have helped cause this increase.

Müllerice 99% Fat Free has emerged as the category’s top driver of value growth, accounting for 13% of the
overall increase in branded sales. St Ivel sales increased by 24% and Cadbury increased by 10%. The mousse
category was driven by Onken’s 69% increase in their brand sales.

1. Summarise the information provided in the pie chart.
2. Which paragraph relates to the information in the line charts?
3. In Year 2, what percentage of the chilled dessert market was taken by retailer brands?
4. Which brands are mentioned in the charts but not in the text?

Retailer brands
55.6%

Müller
11.8%

Cadbury
10.2%

Others
7.7% N

es
tlé

5.
4%

O
nk
en

5.
2%

St
 Iv
el

5.
2%

Retailer brands
58.8%

Müller
9.3%

Cadbury
10%

Others
8.2% N

es
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6.
8%
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3.
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3.
6%

Chilled desserts sterling brand shares GB grocers Year 1 v Year 2

Chilled desserts market shares

Year 1

Year 2
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11skillbuilders n reading n level 1

Gain information from text and diagrams.

11. Health and safety guidelines

Read these health and safety guidelines then answer the questions at the foot of the
page. Use a dictionary to look up the meanings of any words you don’t understand.

Make sure that your equipment is properly adjusted. 

1. What additional information is provided in the diagram?
2. What do the guidelines say about lighting? 
3. What body position should VDU operators assume?
4. Why do you think the guidelines recommend that users learn to use a mouse with both

hands?

� Ensure that your lower back is
well supported by adjusting
the seat back height. 

� Adjust your chair seat height
so that your forearms are
level when using the
keyboard. 

� Make sure that the leading
edge of the keyboard is at
least 5 cm away from the
edge of the desk. 

� If you use a mouse, have it far
enough away from the edge
of the desk so that your wrist
is supported whilst you use it.
If you can learn to use the
mouse with either hand, so
much the better. 

� Do not have your screen positioned in such a way that there is a glare from the windows or room
lights. 

� Maintain good posture – do not slouch or lean to one side or the other. 

� Take regular breaks away from the display screen work. The experts recommend that you should
take at least 10 minutes off each hour.

Eye height above ground
1.0 to 1.15 m (95% of seated
females) and approximately
0.7 to 0.8 m above seat surface

Viewing distance 0.45 to 10.50 m
(maximum 0.7 m)

Screen at right angles
to line of sight

Document holder

Detachable keyboard
0.72 to 0.75 m
above ground

Acceptable knee
clearance

footrest if
required

Adjustable back rest
and seat height
(approximately 0.4 m)
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skillbuilders n reading n level 1

Understand inference.

12. Reading between the lines

12

This passage is a review of a hotel in Devon. Read the review and mark the sections
where you need to infer the meaning.

Manordown Hotel
Manordown Hotel near Exeter is a beautiful, traditional English country hotel for those,
like Jenny Kitchen, craving something more than a trouser press.

First impression: Excellent. Manordown is a beautiful Tudor manor house with stunning
stained glass windows, ancient stone and wonderful carved panelling. 

Prime position: The hotel is about three miles out of central Exeter and perfect for
breathing in fresh country air before a day’s business in town. Links are good to the M5.
Gorgeous views over the racecourse. 

The room: A mite cosy and stiflingly hot. But the bed was very comfortable and the
bathroom pleasingly spotless. 

Getting down to business: There are four main meeting rooms and two smaller rooms.
There’s no business centre but there are modem points for laptops in all rooms. 

Leisure time: Seconds from the hotel is Exeter’s racecourse if you fancy a flutter. The hotel
is ten minutes in a taxi from the town for shopping and evening sorties. You can wallow in
the beautiful grounds, eat and drink at the Beaufort Restaurant and Lounge Bar. Or take a
dip in the hotel’s outdoor heated pool, if you dare!

Highlights / lowlights: The sheer beauty and history of the place was a definite draw, the
stifling heat everywhere the downside. 

Verdict: A real change from characterless city hotels. Manordown is part of the Majestic
group but very much retains its individuality.

Use a dictionary to look up the meaning of any words that you don’t understand. Then
explain what you think Jenny Kitchen is trying to infer in the sections of text you have
highlighted.

Meaning in texts can be implied as well as being stated clearly. Writers often imply meaning
when expressing opinions, as in this example.

Yet another movie based on an old ‘60s TV programme. During the first two hours, the
film doesn’t slow down long enough for you to get bored, but then it doesn’t reach any
high points either. During the final hour of the film the pace slows down considerably.
The plot is drawn out to a bizarre conclusion. The only redeeming feature of the film is
the soundtrack.

Sometimes inference is used to obscure meaning. For example, an estate agent might describe
a shabbily decorated room as:

“The dining room has a lovely aspect and requires some modernisation.”

The phrase in italics could be interpreted in varying degrees.
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13skillbuilders n reading n level 1

Understanding how choice of words, sentence structure and punctuation affect the
overall mood of text.

13. Creating mood

Read these sentences and say what mood is created by each one.

1. Karen left the house in a temper.

2. Karen slammed the door and stamped up the street.

3. Karen left the house with a sigh and trudged up the road.

4. Tears flooded Karen’s eyes as the door shut tight behind her.

5. Karen had to tear herself away from the house. Then she dawdled up the street,
looking back wistfully at the house with every step.

6. Dashing out of the house, Karen sped up the street. She didn’t give the red door a
second glance.

7. The report was damning about health and safety processes at the plant.

8. Health and safety processes have been noted as an area of concern.

9. Health and safety blunder! Red-faced factory bosses are slammed in yet another
blunder at the giant plant.

10. The management team at the factory agrees that health and safety processes must
be improved.
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skillbuilders n reading n level 1

Read and understand company policies and procedures.

14. Hotel – increasing revenue 1

14

The management team at the Old Hall Hotel have had a training session on increasing
revenue. Read the report from the meeting and then answer the questions on Worksheet 15.

Our mission is to make being at the Old Hall Hotel an enjoyable and valuable
experience for both customers and staff as well as to increase revenue.

1. Know the product
The most important factor is to ensure that your staff
know everything about the product they are selling!
Otherwise it will not happen. Make sure your staff
know all the required details, actions and
possibilities. A good way to obtain valuable
information is to sample the item or, for services, to
organise role plays. All restaurant staff, for example,
should have tasted all the items on the menu.

2. Lead by example
As managers your roles are to “walk the talk”. In
other words, do what you say and lead by example.
The staff are looking to you for guidance. 

3. Training
Demonstrate these four sales techniques to staff in
your section or department:

a. Suggestion selling
This is where the staff member takes the initiative
and suggests a product. For example: 
“Why don’t you try our freshly baked baguettes with
delicious fillings?” 

b. Related selling
This is where the customer has made a request and
the staff member offers an accompanying product.
For example: 
“Would you like a side salad with your steak?” 

c. Alternative selling
This is where a customer has requested something
that you can’t provide and the staff member offers
the nearest alternative. For example: 
“Unfortunately that one is not available anymore.
May I suggest you try one of our new pizzas?”

d. Selling up
Where the customer has made a request, but the
staff member offers something bigger and better.
The alternative needs to have a real benefit to the
customer. For example: 
“Can I suggest a bottle of water instead of two
glasses? It will be less expensive.”

4. Daily sales opportunities
Don’t overload your staff with work. Give them one
or two items a day to focus on, such as the dish of
the day, and encourage them to suggest it to every
customer.

5. Briefings and feedback
Ensure that your staff are up–to–date by
communicating with them about the company’s
performance and achievements. You should cascade
the information from our weekly management team
meetings to all your staff. Brainstorm in teams how
goals can be achieved, revenues increased and cost
can be lowered. Once they are involved, people start
feeling responsible. Good staff management can
motivate your workers:

� give responsibility 
� allocate tasks 
� give specific praise
� recognise achievement
� provide training 
� run social events.

6. Visual reference
Make it easier for staff to make suggestions or
recommendations to customers by having props
such as a specials’ noticeboard, posters and displays
with useful information. Again this can also be part
of the brainstorming sessions: let your staff get
involved.
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15skillbuilders n reading n level 1

Read and understand company policies and procedures.

15. Hotel – increasing revenue 2

Write your answers to these questions in full sentences.

1. Highlight any words that you don’t understand and use a dictionary to look up their
meanings.

2. Define selling up and give an example of how a member of staff in either the beauty
salon or bar could sell up.

3. Think of other ways that the management team at the Old Hall Hotel could help staff
get to know their product. Provide ideas for staff in the bar, the leisure club and
reception.
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skillbuilders n reading n level 1

Read and understand workplace documentation.

16. Hotel – job appraisal preparation 1

16

Many employers run a system of appraisal. Appraisal offers the manager and the member of
staff the opportunity to sit down and discuss how they work together, how the staff member
contributes to the department as a whole and to identify the staff member’s training needs.
Appraisal usually happens once a year. Before the meeting the manager and member of staff
usually fill in forms to help gather their thoughts. They then meet to share ideas. Finally, the
outcome of the meeting is recorded in writing and kept in the employee’s personnel records.

Read the headings from an appraisal preparation form on Worksheet 17. Then
answers these questions in full sentences.

1. Highlight any words or terms with which you are not familiar. Look up their meanings
in a dictionary.

2. Use the headings from the form as if you were preparing for an appraisal for your own
job. You can write as much or as little as necessary for each point.

3. Proofread and revise your form so that the meaning is accurate and there are no
spelling mistakes.
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17skillbuilders n reading n level 1

Read and understand workplace documentation.

17. Hotel – job appraisal preparation 2

Section A
Review of past year

1. Summarise the main activities in which you have been involved as part of your job
during the year.

2. Identify any activities in which you have been involved which are not included in your
job description.

3. Indicate anything you have to do as part of your job which you consider to be a waste
of time / resources.

4. To what extent have you met the performance objectives agreed for the past year?

5. Which performance objectives have you not been able to meet (in whole or part)? Why
have you been unable to meet them?

6. List anything outside your control which has prevented you from achieving objectives.

7. List any personal and professional development activities in which you have
participated during the past year.

Section B
Plan for forthcoming year

1. List the performance objectives which you would like to propose for the next year.

2. Indicate those personal and professional development activities you will need to
undertake in order for you to meet those performance objectives listed at 1 above.

3. Outline any other personal and professional development activities which you feel you
need to undertake.

4. What action(s) could your appraiser take to assist you in achieving the performance
objectives for the next year?

5. Use this space for any other relevant points and general comments which you want to
make to your appraiser.

Appraisal preparation form
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skillbuilders n reading n level 1

Read a timetable.

18. Hotel – staff induction timetable 1

18

Read the staff induction timetable on Worksheet 19. It is for Linda Potter, who is
about to start her new job as a waitress at the Old Hall Hotel. Use the information to
answer these questions in full sentences.

1. How many appointments will Linda have on 9th April?

2. What will Linda be learning about at 9.30 am on 10th April?

3. Which of the induction training events do you think will be led by the personnel
department?

4. Which of the induction training events do you think will be led by Linda’s supervisor
or manager?

5. What day of the week is the 9th of April? Use a calendar to find out.

6. What documents does Linda have to present to the personnel department and when?

7. What is Linda’s new job?

8. What does induction mean? Use a dictionary and write a definition using your own
words.
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19skillbuilders n reading n level 1

Read a timetable.

19. Hotel – staff induction timetable 2

Welcome to your new job at the Old Hall Hotel. This timetable outlines the induction
training you will receive in the first week. Tick each box when you are fully confident that
you do not need any further help on the item.

Date Time Area of induction Tick when 
complete

9 April 9.30 Tour of department, including introduction to colleagues.

10.30 Arrangements for work breaks and lunch, including where to get
refreshments, etc. Location of staff canteen and common rooms

12.00 Visit personnel department with:
� P45, if you have one, or a note of your National Insurance number
� bank or building society details
And if you wish to join the pension scheme –
� previous pension scheme details
� birth certificate (together with proof of current name,

e.g.marriage certificate) or passport

14.00 Introduction to the role and functions of department
� receive departmental induction pack
� check that you received documents and information pack provided
by the personnel department on appointment
� understand the duties and responsibilities of the post
� aware of health and safety policies in the hotel and your
department. Who is your department safety officer?
� arrangements for car parking

16.00 Tour of hotel including bars, cashier’s office, central stores, computing
service, leisure centre, personnel, reception, restaurant, security office

10 April 9.30 Accident / emergency / evacuation procedures and how to call for a
first aider

11.00 Use of telephone and post system including internal telephone and
email directory

14.00 Personnel matters: details of arrangements for notification of
sickness, holidays, unpaid leave 

15.00 Awareness of the Hotel’s Equal Opportunities Policy and Codes of
Practice as they affect your department and your job

11 April 11.00 Stationery / photocopying facilities

14.00 Information about security, patrol officers and lost property

12 April 10.30 Information about maintenance at the Hotel: procedures / offices /
contact telephone nos.

13 April New Staff Induction Day 9 am – report to Burrator Conference Room
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Reading workplace documentation – minutes of a meeting.

20. Hotel – minutes 1

20

Minutes are a record of the topics discussed and action points arising from a meeting. The
minutes of a meeting are usually typed and circulated to the members of the group and
agreed at the next meeting as a true record of the discussions that took place.

Read the minutes below and continuing on Worksheet 21 from a meeting of the
Dartmoor Business, Economic and Tourism Group. Then use the information to answer
the questions on Worksheet 21.

Dartmoor Business, Economic and Tourism Group
Minutes of meeting held 9 March

PLACE: Burrator Conference Room, Old Hall Hotel

AGENDA ITEM
1. Welcome and apologies

Everyone was welcomed to the meeting and introductions were made. 
Apologies were received from Lynne Parsons, Anne Dowdeswell  – Dartmoor Parnership, Joanne
Lamonby – Employment Service, Amanda Desmond – LSC and Ian Jones – Business Link Devon.

2. Presentation by Dartmoor Partnership
Alison Alsbury (Old Hall Hotel Marketing Manager) gave the group a detailed overview of the work
of the Partnership.

3. Rural Regeneration Zone
Jennifer Watkins (Dartmoor Partnership) gave the group a detailed overview of the scheme.
Initiative covers all of Dartmoor and parts of the South Hams. It is a 10–15 year programme, with
up to £10 million per year, to spend across the zone. The Partnership Board has two
representatives from each county.
ACTION JW to feed our views back to Management Group.

4. Election of Chair
It was agreed that Councillor C. Chappell be Chair and William Lyons be Vice-Chair of this group.
Adrian Marshall to be facilitator for the group. No objections by anyone.

PRESENT: Adrian Marshall (chair) Devon County Council
Lisette Davies (Tourism sub-group) Devon County Council
Richard Woodhead Devon County Council
Jennifer Watkins Dartmoor Partnership
Alison Alsbury Dartmoor Partnership / Old Hall Hotel
Angela Smith Federation of Small Businesses
William Lyons Chamber of Commerce & Business Link Devon 
Margaret Flanders Young Enterprise
Councillor Chris Chappell Devon County Council
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Reading workplace documentation – minutes of a meeting.

21. Hotel – minutes 2

Highlight any words or terms in the minutes on Worksheet 20 with which you are not
familiar. Look up their meanings in a dictionary. Then use the information given to
write your answers to these questions in full sentences.

5. Update from sub–groups
Food, drink and agriculture – There will be a launch of the Food and Drink Centre on 7 May.
Dartmoor Partnership are submitting a bid to draw up a zone-wide food and drink strategy and
Devon Chamber of Commerce and Business Link have the regional lead on food and drink which
includes setting up a Food and Drink Centre in Devon. 
Tourism – After Best Value Review it was suggested that a board or group should be set up to
develop tourism. It has been decided that the Tourism sub-group plus some additional people
should take on this role. The first task would be to update the action plan – monitor review. 
ACTION LD to recruit additional members to assist the tourism sub-group.

6. Agenda for next / future meetings
� Business Link Services / Activities
� Market town health checks
� Katherine Jones – Rural Show Co-ordinator
� Transport review

7. Any other business
Tourism Forum – Prior notice of a forum to be held on 10 May at the Royal Oak Hotel, Princetown
by invitation only. Items to be discussed include the Disability Discrimination Act, branding of
Dartmoor, etc., tourism associated businesses.
National Cheese Event – William Lyons told the group that this event is to be staged in
Okehampton next year.

8. Date of next meeting
A meeting has been arranged for 26 April at 9.30 at the offices of Dartmoor Partnership, Holmer
Road, Tavistock.

1. Which members of the group were unable to attend the meeting?

2. What action points arose from this meeting and which members of the group need to
pursue them?

3. What elections were made during the course of the meeting?

4. What will be discussed at the Tourism Forum meeting on 10 May?

5. When will the next meeting of the Dartmoor Business, Economic and Tourism Group
take place?

6. From the information in these minutes what do you think is the remit of the Dartmoor
Business, Economic and Tourism Group? Give reasons for your answer.
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Read and understand information from a brochure.

22. Hotel – brochure 1

22

This excerpt from the Old Hall Hotel brochure is mainly about the hotel restaurant.
Read it and then answer the questions on Worksheet 23. 

The Old Hall is a real Country Hotel. Each
room is different and full of individual
character. Many command spectacular views
and all benefit from the individual touches that
add to its unique “second home” ambience.

Separated from the main Hotel by 200 yards
are the Stable Suites which offer a downstairs
sitting room with fire and an upstairs bedroom,
en–suite. These are ideal for guests who require
a bit more room for walking boots, fishing
tackle and so on – just like having your own
cottage, but with all the benefits that the hotel
offers.

Restaurant

Our Restaurant is open to residents and
non–residents every day at the following times:

Breakfast 8 am to 10 am £15.50
Lunch 12 noon to 2 pm £20.00
Dinner 7.15 pm to 8.45 pm from £34.50

Dress: Smart / casual in Restaurant

We also serve Morning Coffee, Bar Snacks and
an extensive Afternoon Tea Menu.

Together with our Head Chef, Jean-Claude
Vautier, we are delighted to introduce you to
our cuisine, which you will find to be
“Traditional English with modern touches”.
Our menus always feature what is best and
freshest from seasonal and local produce. We
hope you will agree that the end result is
innovative without being too complex, and
concentrates on the basic requirement of
flavour.

You will be able to enjoy a large selection of
fresh vegetables, herbs, fruits and salads from
our walled garden, which you are very

welcome to visit at any time. Our proximity to
the port of Plymouth allows us to offer you an
excellent choice of fish which is delivered daily.
If during your stay you have a particular
preference, e.g. lobster, crab or Dover sole, we
will be happy to place an order for you.

We will also gladly cater for any special dietary
requirements, although prior notice would be
appreciated. If, on the other hand, you would
prefer something simple or plain grilled, you
only have to ask.

There is no smoking in the restaurant and
mobile phones will be placed in the ice bucket!!

Awards 

The Good Hotel Guide – We are delighted to
have been awarded a César Award for
Devonshire Rural Idyll

English Tourist Board – Four Crowns Highly
Commended

AA – Three Stars, Three Rosettes for Food
Leading Romantic Hotel of Great Britain and
Ireland

RAC – Three Stars, Four Merit Awards

Recommended by:

� The Good Food Guide
� Egon Ronay
� Michelin
� The Good Hotel Guide
� The Good Restaurant Guide
� Which? Hotel Guide
� Which? Restaurant Guide

FSB_Reading L1_2011_U_Reading L1  01/09/2016  06:06  Page 22



23skillbuilders n reading n level 1

Read and understand information from a brochure.

23. Hotel – brochure 2

1. Use a highlighter pen to mark all the adverbs and adjectives in text from the brochure
about the restaurant on Worksheet 22. Use a dictionary to look up the meanings of any
you don’t understand.

2. Use a different colour highlighter pen to mark all the verbs in the restaurant section. In
what tense is this passage written?

3. Use a highlighter pen to mark all the adverbs and adjectives in the Accolades section
above. Are any of these words duplicates of the words you highlighted for question 1?

4. How do you think the way the hotel describes itself differs from the way others describe
the hotel?

TELEGRAPH TRAVEL
“Its location is spectacular, its food first-class and
although there are sports and sightseeing
diversions in the area, this is a hotel where you can
truly relax.”

EVENING STANDARD
“The perfect country weekend!”

FINANCIAL TIMES – THE BUSINESS
“The best hotel on Dartmoor.”

Accolades

GUARDIAN
“Best of British; the Old Hall Hotel, which is
surrounded by lawns and parkland and renowned
for fine food, has reminded me how unique and
beautiful our countryside is.” 

SUNDAY EXPRESS
“The hotel itself manages to achieve the relaxed,
unstuffy feel that many fail to capture. On a fine
spring morning, with the sun rising over the mist,
you can appreciate why the setting is reckoned to
be one of the best in Dartmoor.”

Read the excerpt from the brochure on Worksheet 22 and the accolades below and
then answer the following questions.
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Read a hotel review. Understand inference.

24. Hotel – review 1

24

Local and national newspapers print features about hotels. Journalists usually visit the hotels
as “mystery shoppers” so that they can experience a visit just as a real guest would. They then
report their findings. Hotel and restaurant reviews tend to be both informative and
entertaining.

Read the review of the Old Hall Hotel on Worksheet 25. Highlight any words or terms
with which you are not familiar. Look up their meanings in a dictionary. Then answer
these questions in full sentences.

1. What do you think the writer means in the first paragraph by “My boyfriend  makes
feeble protesting noises”?

2. What do you think the writer means when she says “I might have been a little
concerned...” in the second paragraph?

3. What impression do you get of the food provided at the Old Hall Hotel?

4. What impression do you get of the interior of the Old Hall Hotel?

5. Do you think the writer enjoyed her stay at the Old Hall Hotel? Give reasons for your
answer.
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Read a hotel review. Understand inference.

25. Hotel – review 2

People have been nagging me to visit the Old Hall

Hotel for some time. And when I finally manage to

prise my boyfriend out of London, I discover they’re

right. It’s a grand retreat on Dartmoor approached by

an idyllic woodland drive. On arrival the owner, Chris

Hayward, is there to greet us. “Allow me,” he smiles.

He means our bags. My boyfriend makes feeble

protesting noises. 

“It’s the least I can do, in view of the shocking price
I’m going to charge you,” says Chris with a grin, picking
them up and marching them and us up the staircase. I
might have been a little concerned, but friends had also
told me what a joker Chris is. He leads us to a pink,
homely room – with a little bolthole leading off, with
two comfy sofas and a second TV. 

We gaze out at the view – distant hills folding
serenely into each other and a sweep of lawn leading
down to long grasses and woodland.

Wandering downstairs to explore, we find Chris has
been replaced by Nick, his elegantly suited general
manager. We have put on posh clothes, too. This
particular country house hotel may be “dedicated to
relaxation”, but we know better and have come
prepared.

Although it is all very extravagant, there is none of
that prissy country house hotel atmosphere. No need to
worry about messing up the cushions. We debate where
to sit: in one of the two sitting-rooms, both with squashy
armchairs and sofas – but settle for the bar. We order
two gin and tonics. They arrive in tall glasses on silver
coasters. Along with all that gin (they are not mean)
comes a plate of delicate canapés. The general manager
invites us to our elegant dining table and presents us
with “a little pre-course”. Old Hall own-brand water is
also on hand, along with Old Hall home made rolls. 

After a graceful break the starters arrive. Warm
wild mushroom and red onion tartlet “glazed with
goats cheese” and marinated fillets of mullet with
avocado, spring onions and coriander set the taste
buds rolling. These are both uncomplicated and first-
class.

Next comes rack of lamb with a pesto crust,
scallion risotto and Mediterranean vegetables, and
grilled sea bream on chive mash with spicy Thai broth
and crispy greens – totally delicious.

My delicate portion of bream has a lovely charred
flavour. “Lamb’s wonderful,” my boyfriend says. The
food really is good. Carefully prepared, charmingly
arranged.

Another surprise. “Pre-puddings” arrive
unannounced. These are tiny chocolatey, meringuey
things. However will we manage the ones we
ordered? My boyfriend’s pudding proper is a banana
parfait with crisp banana wafers and blackcurrant
syrup. “Magnificent,” he effuses. But my warm pecan
pie with vanilla ice cream is cold...

Breakfast is very good. Porridge with clotted cream
and demerara sugar – hedonistic but fantastic.
Excellent bacon and eggs, decent coffee.

Overall I had just a couple of grumbles. Instead of
a note saying that if people want bathrobes, please ask
– why not just provide them? Many country house
hotels cheaper than this one do. The same goes for the
Old Hall bottled water. Leaving a couple of bottles of
the stuff in the rooms would be a nice touch. As he
said, at the prices he’s charging, Chris could afford to
be a little generous.

Allow me…
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Read and understand information from a brochure.

26. Supermarket – brochure 1

26

Read this draft of the new Blackwell’s Supermarket brochure. Highlight any words or
terms in the brochure with which you are not familiar. Look up their meanings in a
dictionary. Then answer the questions on Worksheet 27.

Grocery
We have a massive range of both Blackwell’s
own label and favourite branded goods so you
can stock your shelves with the very best fresh
and local produce. 
Fresh food
Our mission is to bring you the highest quality
food. Which is why we have daily deliveries to our
store. From milk and juice, to yoghurts and ready
meals, our range of products are the freshest
available. 
Fish counter
Renowned in Lancashire! Blackwell’s fish counter
offers all the popular varieties of fish, such as cod,
plaice and salmon as well as more unusual ones.
Nita Chandra, and her team of qualified
fishmongers, are always on hand to give you
advice on choosing, preparing and cooking our
fantastic selection of fish. 
Fresh meat and poultry
We offer a wide range of the finest quality meats
including pork, beef, turkey, chicken. In season,
you’ll find perfectly hung game. Our butcher will
prepare cuts and joints to order.
Deli counter
A superb range of cooked meats, quiches, bacon,
pies and cheeses await you at our deli counter.
We offer the widest selection of local, quality
produce in the North West of England. 
Bakery
Freshly baked bread in-store. We offer more than
20 types of Blackwell’s own-baked loaves. Bill
Chen and his team of talented bakers also make
a delicious range of fresh cakes, muffins, biscuits
and doughnuts. We believe we can provide
something for everyone.

Greengrocer
Blackwell’s Greengrocer is second to none. Our
extensive range of around 500 fruits and
vegetables provide you with the very best quality
and good value for money. Our organic and
locally produced ranges are very popular. We
also offer pre-washed and prepared vegetables
and a range of ready-made salads. 
Frozen food
Blackwell’s has a reputation for excellent quality
fresh produce. But this doesn’t mean that we are
blind to the needs of today’s busy lifestyles. The
products in our freezer section allow you and your
family to eat well, without spending hours in the
kitchen. 
Health and beauty
Our constantly improving range of health and
beauty products will brighten your day. From
shampoos and shower gels, to make-up and hair
colours, we’ve got everything you need to keep
you fresh and feeling pampered. To make sure
you feel fantastic, we also have wide range of
vitamins and medicines.
Wines and spirits
Our newly refurbished wine and spirits section
has a treat in store for wine lovers. Our buyers
have sourced some real gems from small
growers all over the world. Our range is
extensive. We will have something to suit you,
whatever your tipple. If you don’t quite know what
you want, just ask one of our highly trained staff.
They’ll be happy to recommend a bottle to suit
any occasion.
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Read and understand information from a brochure.

27. Supermarket – brochure 2

Write your answers to these questions in full sentences.

1. What claims do Blackwell’s make about the produce they sell?

2. What claims do Blackwell’s make about their staff?

3. Which members of staff are mentioned in the brochure and what are their roles?

4. Blackwell’s prides itself on its reputation for providing a wide range of quality local
produce. Which words and phrases in the brochure help to give this impression?

5. Do you think the brochure is balanced? Would you like to read more / less about
some sections in the supermarket? Give reasons for your answers.
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1. Read the Checklist for Appraisees on Worksheet 29.

2. Highlight any words or terms in the checklist on Worksheet 29 with which you are not
familiar. Look up their meanings in a dictionary.

3. Use the lists and provide examples of how you perform these skills in your own job. Add
any extra skills that apply to you. You can write as much or as little as necessary for
each point.

4. Proofread and revise your form so that the meaning is accurate and there are no
spelling mistakes.

skillbuilders n reading n level 1

Read and understand workplace documentation – appraisals.

28. Supermarket – appraisal preparation 1

28

Many employers run a system of appraisal. Appraisal offers the manager and the member of
staff the opportunity to sit down and discuss how they work together, how the staff member
contributes to the department as a whole and to identify the staff member’s training needs.
Appraisal usually happens once a year. Before the meeting the manager and member of staff
usually fill in forms to help gather their thoughts. They then meet to share ideas. Finally, the
outcome of the meeting is recorded in writing and kept in the employee’s personnel records.
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Read and understand workplace documentation – appraisals.

29. Supermarket – appraisal preparation 2

CHECKLIST FOR APPRAISEES
The headings below give some ideas as to the type of skills you may wish to consider when
thinking about your performance in the past year. Those listed below may not all be relevant to
your job. There may also be others you would like to add to the list.

KNOWLEDGE and TECHNICAL ABILITY
Extent of knowledge and understanding of
the job

APPLICATION OF KNOWLEDGE and
UNDERSTANDING
The ability to:
� work accurately
� meet deadlines
� organise work effectively and set priorities
� cope with a high volume of work
� approach tasks systematically
� tie up loose ends
� perform under pressure
� follow instructions
� analyse work problems and produce
workable solutions

� innovate and implement constructive ideas
� translate ideas (own and those of others)
into practice

� assume responsibility
� seek assistance when required
� work flexibly
� advise management promptly of problems
� make decisions
� carry out the decisions of others effectively
� meet health and safety objectives set by
the company.

COMMUNICATION / NUMERACY  /
INFORMATION TECHNOLOGY
The ability to:
� pass information on to others and express
ideas

� produce written work to the appropriate
standard

� handle figures / data as required
� access and manipulate information
� use a word processor.

MANAGEMENT / SUPERVISORY
The ability to:
� direct, assign and delegate fairly and
effectively

� organise staff
� monitor areas of responsibility
� train, instruct and develop staff.

INTERPERSONAL
The ability to:
� work as a member of a team
� be sensitive to other people’s needs
� form effective working relationships with
others.

PERSONAL QUALITIES
� punctuality and attendance
� determination and drive
� responsiveness to suggestions for change
� judgement and decision-making
� attitude to job.
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Read and understand information about training courses.

30. Supermarket – food hygiene training 1

30

Sally Graham, the Personnel Manager at Blackwell’s Supermarket, needs to organise some
food hygiene training for the staff. She has found a local company that will come to train
Blackwell’s staff on–site.

Read the information about the courses on offer on Worksheet 31. Then answer these
questions in full sentences.

1. Highlight any of the words in passage that you don’t understand and use a
dictionary to look up their meanings.

2. Which is the longest course?

3. On which courses would participants receive free handbooks?

4. Sally has 15 supervisory staff who need food handling training. Which course should
they attend and why?

5. Sally has 30 staff members who need to bring their previous training up to date.
Which course should they attend and why?

6. Sally has a further 15 staff members who need basic food hygiene training and have
not been trained previously. Which course should they attend and why?
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Read and understand information about training courses.

31. Supermarket – food hygiene training 2

CIEH Chartered Institute of
Environmental Health 

FOUNDATION CERTIFICATE IN FOOD
HYGIENE

A Level 1 course for all food handlers in catering,
manufacturing, retailing, or in the home. This six-
hour course prepares you to take a 30–minute
multiple-choice test and leads to a nationally
recognised qualification endorsed by the
Environmental Health Institute. A free handbook
accompanies your course. The course fee does
not include registration.

Course content
� Basic bacteriology and food poisoning
� Personal hygiene
� The law and the employee
� Temperature controls and food storage
� Pest control in food premises

HACCP (Hazard Analysis and
Critical Control Points)

CIEH 
BASIC CERTIFICATE IN FOOD
HYGIENE – UPDATE COURSE

The Level 1 update course which is
recommended for all food handlers whose
certificate is over three years old. This course
prepares the candidate to take a short multiple-
choice test to extend and endorse their nationally
recognised qualification. A handbook
accompanies your course. The course fee does
not include registration.

Course content
� Food hazards
� Controls, HACCP
� New legislation

CIEH
INTERMEDIATE CERTIFICATE IN

FOOD HYGIENE
A Level 2 course aimed at supervisory managers
in catering, manufacturing and retailing. This
course culminates in a short external exam paper
and leads to a nationally recognised qualification,
which is highly regarded by the Environmental
Health Institute as a benchmark for excellence.
Training runs across four days with the separate
examination day. The course fee does not
include registration.
Course content
� Bacteriology, food poisoning and food-borne 
disease

� Food storage and preservation
� Design and construction of food premises
� Pest control

Hygiene course schedule
Foundation Certificate in Food Hygiene 
RCR 6–02L 
14–May 09.30–16.30 £45

Foundation Certificate in Food Hygiene 
RCR 7– 02T 
12–Jun 09.30–16.30 £45

Foundation Certificate in Food Hygiene 
RCR 8–02E 
15–Jul 09.30–16.30 £45

Basic Food Hygiene Update 
RCRU 3–02Q 
5–Feb 09.30–12.30 £45

Basic Food Hygiene Update 
RCRU 4–02T  
11–Apr 09.30–12.30 £45

Intermediate Food Hygiene 
RCRIM 2–02X 
4–Feb 09.30–15.00 £120

Intermediate Food Hygiene 
RCRIM 3–02M 
6–May 09.30–15.00 £120
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Read and understand company policies, reports and procedures.

32. Supermarket – small producers 1

32

Blackwell’s Supermarket wants to encourage small, local producers to supply them
with quality produce. The management team have formulated a Small Producer’s
Agreement to help producers overcome their current reluctance to enter into
agreements with supermarkets. Read the agreement below and continuing on
Worksheet 33, then answer the questions.

Small Producer’s Agreement

Introduction
The Blackwell’s Small Producer’s Agreement sets out our policy towards developing working
relationships with potential suppliers – committing us to constructive advice even to people who may
wish to go elsewhere.

Tom Owen, Blackwell’s Managing Director, said “the future of British food depends upon long-term,
positive contact between supplier and retailer. But if you have never dealt with a supermarket
before, you need considerable reassurance that your potential business partner has your own best
interests at heart. The Blackwell’s Small Producer’s Agreement demonstrates that you can have
trust, commitment and support from a supermarket. If you don’t like what you see, you can walk
away. But we want to hear from people with good food to sell – and we want to taste what they have
to offer.”

This Agreement sets out the Blackwell’s approach to its supply chain for the particular benefit of
small-scale, regional producers. Blackwell’s has always aimed to source produce from the North
West of England.

Our objectives
We want to celebrate real food, great recipes and traditional methods.

The true taste of British food should recognise the variety and glory of its regional differences.

People should have easy access to food from their own region that they can be proud of, and which
supports the region’s economy.

We want to encourage the production of good quality food, regardless of scale and whether those
who are producing it wish to supply to us.

We want to help producers reach more consumers, introduce more people to great food from their
neighbourhood.

We believe that our producers are partners in a long-term relationship founded on trust.
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Read and understand company policies, reports and procedures.

33. Supermarket – small producers 2

Our difference
We want to bring the best food in our local areas into their favourite local supermarket, and the new
Blackwell’s “Lancashire Produced” range is a good start.

We guarantee that our producers can enter partnerships with us in full confidence, founded firmly upon
integrity and trust.

We have a demanding customer base of people who expect great things from us.

We want to build on the quality of our products and levels of service in our store, and on our
long-term relationship with producers.

Only by working together with the right producers and best quality produce, can we build consumer
confidence and celebrate the rich variety and splendour of our country’s food.

The Blackwell’s buying approach
Our expert buyers care deeply about the quality and value of the products they buy. Their food
expertise is founded upon the long-term approach that they take to sourcing the best quality food
available, reflected in the fact that many of them specialise in particular areas for extensive periods of
their careers – ten, twenty, even thirty years in some cases. We have suppliers who have worked with
us for just as long.

Blackwell’s “Lancashire Produced” range demonstrates how we source the finest local food and drink
from our region.

We want to talk to more small-scale producers with strong links to the local economy and make their
products available in-store.

Answer these questions in full sentences.

1. Highlight any words that you don’t understand and use a dictionary to look up their
meaning.

2. What assurances does Blackwell’s offer small producers?

3. What reasons does Blackwell’s give for wanting to sell products made by small
producers?

4. What comments are made about regional food in the Agreement?

5. What specific guarantees are given in the Agreement?

6. Summarise the objectives of Blackwell’s Small Producer’s Charter.
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Read and understand information in business letters.

34. Supermarket – make a deal 1

34

Read this text and then answer the questions on Worksheet 35.

Blackwell’s Supermarket, Towngate, Leyland, Lancashire PR25 6VN
Tel: 01772 453000 www.blackwells.net

Mrs Barbara Brock
Appledown Smoked Cheese Company
Appledown Farm
Clitheroe Rd
Clitheroe
Lancashire
BB7 4JN

Today’s date

Dear Mrs Brock

Blackwell’s Small Producers

It was a pleasure to meet you at Appledown Farm last Friday and I am delighted that you would like to become
one of Blackwell’s Small Producers.

As you know, Blackwell’s prides itself on providing customers with the very best Lancashire produce. I am
convinced that your range of smoked cheeses will be a popular addition to the produce on our Deli Counter.

I am enclosing a copy of our Small Producer’s Agreement, together with a contract for supply. Please sign and
return these to me. You will find all the specific details in the contract. Briefly, we would like you to supply us with:

� Applewood Smoked Cheddar
� Smoked Stilton
� Smoked Blue Wensleydale
� Smoked Cheshire.

We would like you deliver 10 kilos of each of these cheeses two weeks from today. We will review sales at the
end of the month and re-order on that date. 

During our meeting you expressed a desire to remain a small-scale producer and stated that you would not be
able to supply us with more than 30 kilos of any one cheese each week. I assure you that Blackwell’s respect
your wishes and that our requirements for your products will not exceed this amount.

If you have any queries, please do contact me. 

Yours sincerely

Debbie Newmarket
Product Development Manager

Encs.
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Read and understand information in business letters.

35. Supermarket – make a deal 2

Highlight any of the words or phrases that you don’t understand in the letter on
Worksheet 34 and use a dictionary to look up their meaning. Then use the information
on Worksheet 34 to answer these questions in full sentences.

1. What type of text is this?

2. What should Barbara Brock do next?

3. How many types of Appledown Smoked Cheeses do Blackwell’s want to stock?

4. What date did Debbie Newmarket visit Appledown Smoked Cheese Company?
Use a calendar to work out the answer.

5. What is the maximum amount of cheese that Blackwell’s will order from the Cheese
Company each week?

6. Describe the tone of the text.
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Read tables.

36. Supermarket – cheese sales 1

36

The deli counter at Blackwell’s keeps careful track of weekly sales of all its lines. The following
are the best-selling cheeses for the last week in January, together with descriptions of the
categories.

Category Type Kilos sold
FRESH CHEESE Cottage cheese 5

Full cream cheese 7
Ricotta 4.5

SOFT WHITE CHEESE Camembert 10
Brie 12.5
Chèvre Log 6.5

SEMI–SOFT CHEESE Edam 5.5
Pont L’Evèque 4

HARD CHEESE Grandma Singleton’s Lancashire 25
Parmesan 8.5
Gruyère 10

BLUE CHEESE Stilton 12
Roquefort 7.5
Gorgonzola 5.5

FLAVOURED CHEESE Double Gloucester with chives 9.5
Cheddar with date & walnut 8

FRESH CHEESE
Has no rind and is 1–15 days old when eaten. Can be smooth and creamy, mousse-like or crumbly.

SOFT WHITE CHEESE
Has a white fuzzy rind. These cheeses are very soft, and can be almost runny.

SEMI-SOFT CHEESE
There are two styles of semi-soft cheese. The first has an elastic, sometimes rubbery texture with a rind.
The other style is washed rind cheese that has a sticky orange rind.

HARD CHEESE
These cheeses have a thick rind and are often waxed or oiled. They are the best-selling cheese type in the UK.

BLUE CHEESE
These vary in style. The blue part is actually a mould that is made by piercing the young cheese with rods.
The blue then forms along the tunnels and cracks in the cheese curd.

FLAVOURED CHEESE
These are becoming increasingly popular in the UK and are a growing market. They are usually hard or semi-soft
cheese with added flavourings, such as nuts, fruit, herbs and spices.

Read the table below and then answer the questions on Worksheet 37.
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Read tables.

37. Supermarket – cheese sales 2

Highlight any technical terms or other vocabulary that you don’t understand. Use a
dictionary to look up their meanings. Use the information on Worksheet 36 to answer
these questions in full sentences.

1. Which was the best-selling cheese and how much was sold?

2. Overall, which category of cheese was the most popular?

3. Overall, which category of cheese was the least popular?

4. Which cheeses sold exactly the same amounts?

5. List the cheeses in order of popularity, starting with the most popular.

6. How is blue cheese made?

7. What is the difference between semi-soft cheese and soft white cheese?

8. What is curd?
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Read and understand company policies and procedures.

38. Factory – quality assurance 1

38

AutoParts prides itself the overall quality of its operation. Read this extract from the
company brochure about quality procedures. Then answer the questions on
Worksheet 39 in full sentences.

autoparts
for all-round quality

AutoParts has always been at the forefront in quality and has achieved the QS9000 standard. Established and
detailed quality assurance procedures cover every single aspect of the company’s operations.

fully-trained and highly experienced staff.
Our range of presses enables the most appropriate unit
to be selected for the various stages of every single
project to ensure the highest quality pressing is achieved
and maintained.

QUALITY IN FINISHING
A large, modern and impressive finishing facility is
maintained that encompasses all popular finishing
processes. This facility ensures that all finishing work is
undertaken to the same high standards of precision and
quality as all in-house operations.

QUALITY IN INSPECTION
Experienced teams of inspectors and packers ensure
that the completed products reach our customers in
precisely the same immaculate condition as they leave
the factory. All completed pressings are subjected to full
visual inspection backed with statistical process control
quality procedures. The most appropriate type of
packing is used to ensure that all products are fully
protected during transit.

QUALITY IN ASSURANCE
AutoParts has a fully established quality assurance
programme based on the latest stringent national
standards specified in BS EN ISO9002. This programme
covers every aspect of the company’s operations from
raw materials through to inspection and dispatch and
includes statistical process control. Regular audits
ensure that all specified standards are met or exceeded.
As a result of this dedication to quality, AutoParts is a
regular supplier of pressings to the major car industries,
both in the UK and overseas.

QUALITY IN MATERIALS
The first stage in any high quality pressing is, of course,
the selection of the most appropriate material. We
ensure that all materials meet the client’s specifications
with incoming raw material being subjected to thorough
quality assurance procedures prior to acceptance.

QUALITY IN TOOLMAKING
As part of its complete service to customers, an
in–house toolmaking facility provides and maintains
accurate and long running tools for all types and sizes of
pressings. Toolmakers are involved in all the stages of
each project from prototype through to completed
tooling.

MULTI-STAGE TOOLING
The benefits of progression tooling are being applied to
more and more pressings we produce.
This is an area where we have built up considerable
expertise and we work at an early stage with many
clients on adopting this production method.
For more and more customers, multi-stage tooling is
providing both production and quality assurance
benefits.

QUALITY IN WELDING
To support the presswork activity, AutoParts has a range
of modern electric spot welding units which provide
consistent and neat finishes. In addition, a range of stud
welding machines are operated for both multiple- and
single-stud applications.

QUALITY IN PRESSWORK
At the heart of the manufacturing complex is a large and
comprehensive range of presses. As with every
department within the company, all work is carried out by
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Read and understand company policies and procedures.

39. Factory – quality assurance 2

1. Use a highlighter pen to mark all the adverbs and adjectives in the passage on
Worksheet 38. Use a dictionary to look up the meanings of any you don’t understand.

2. Use a different colour highlighter pen to mark all the verbs in the text. In what tense
is this passage written?

3. Use a third colour highlighter pen to mark all the technical language in the text. 

4. What overall impression does the text convey? How do you think it achieves this?

5. Did you need to understand every word or phrase in the passage to gather your
impression?

6. Write just one paragraph to summarise the most important facts about AutoParts’
quality assurance system.
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Read and understand information about training courses.

40. Factory – fire training 1

40

Helen Brightman, the Personnel Manager at AutoParts, needs to organise some fire
training for the staff. She has found a local company that will come and train AutoParts
staff on–site.

Read this information about the courses on offer then answer the questions on
Worksheet 41 in full sentences.

Practical fire extinguisher and general
safety course (one hour approximately)

A course on general fire safety, including a
video where practical (otherwise talk and
discussion) on fire safety in the workplace,
updating staff on fire safety changes and a
practical session on the use of fire
extinguishers. 

Course fee £145

Staff fire training course (three hours)

A three-hour course to instruct staff and
managers on fire safety precautions in the
workplace, the action to be taken in the
event of a fire, including a practical session
on the use of fire extinguishers.

Objectives: 
At the end of the course participants will
understand:
1. How to identify fire hazards
2. The need for a fire safety procedure
3. Their role in maintaining fire safety 
measures

4. The different types of fire extinguishers
5. What action to take in a fire situation.

Course fee £215

Staff fire safety training course,
incorporating practical uses of fire

extinguishers (two hours)

A course similar in composition to the above,
but does not include a tour of the workplace,
or a video on the use of fire extinguishers,
but does include a practical demonstration
on the use of fire extinguishers.

Course fee £155

Staff fire safety training course
(two hours)

Similar to the three-hour staff fire safety
course above, but does not include the
practical demonstration on the use of fire
extinguishers. 

Course fee £125

Note: The above prices are based on the training courses being
held at the client’s premises with up to 25 persons attending.
Courses which include a practical fire extinguisher session are
suitable for up to 12 persons. However, a maximum of 25 persons
can be accommodated on these courses if all persons are not
required to use the fire extinguishers, or, for an additional fee of
£40.00, extra fire extinguishers can be provided to ensure all
persons are trained.
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Read and understand information about training courses.

41. Factory – fire training 2

1. Highlight any of the words in passage on Worksheet 40 that you don’t understand
and use a dictionary to look up their meanings.

2. Which courses include practice with fire extinguishers?

3. Which is the shortest course and what does it cover?

4. Helen has 15 members of staff who are designated fire safety officers and need to
assess the risk of fire in their respective departments. The fire safety officers must be
able to use a fire extinguisher. Which course should she choose and how many will
she need to book?

5. Helen has 30 staff members who don’t need to use fire extinguishers, but they do
need to be aware of fire hazards and safety procedures. Which course should she
choose and how many will she need to book?

6. Helen has a further 55 members of staff who need training in general fire safety
issues. Which course should she choose and how many will she need to book?
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Read and understand workplace documentation.

42. Factory – record of appraisal 1

42

Read the record of appraisal that starts here and continues on Worksheets 43 and 44
and then answer the questions on Worksheet 45. 

AutoParts
Appraisal and development scheme

Name: Mo Salter

1. A ny specific items to  be discussed at the appraisal meeting (at the request o f either
the appraisee or the appraiser).

Record of Appraisal – to be completed by the appraiser

Mo requested that we discuss the possibility of promotion. 

2. Previous action plan, review the past year.
C omment on the results achieved against each performance objective agreed a year ago . Record any training
and development undertaken and comment on how well the objectives were met.

Continue to work within agreed wastage limits – 100% achieved.
Contribute to staff development forum – Mo was already an active
Union representative and in her capacity on this forum her
contribution is valued equally by staff and the management team.
Improve IT skills to ensure smooth running of production line – Mo has
learned how to use the company intranet and database systems.
Courses attended:
� first aid update
� staff intranet training
� staff fire safety course
� MS Access course (over two terms in own time).
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Read and understand workplace documentation.

43. Factory – record of appraisal 2

3. The past year in general.
This section should identify strengths / weaknesses in the main areas of activity and include evidence to
support observations.

4. Factors which prevented / hindered the implementation o f pr io ry tasks

Mo works accurately and is pivotal in ensuring deadlines are met. She
is able to work systematically and can prioritise tasks sensibly without
the aid of a supervisor. Her commitment to AutoParts is evident in the
time she spends improving workflow and working relationships
throughout the company.
Her tendency to commit wholeheartedly can sometimes be a weakness as
she finds herself overstretched with tasks that often fall beyond the limits
of her job description.
Supervisors say that her presence on a line ensures that staff work hard,
but still enjoy the job.

5. Summary comments on the past year and signatures

None

Appraiser :       Mo is an outstanding worker. I recommend she be 
appointed to the next available supervisory post.

Signed: Jane Lowe

Appraisee: I’m pleased that my hard work is recognised and look 
forward to the promotion.

Signed:      Mo Salter 
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Read and understand workplace documentation.

44. Factory – record of appraisal 3

44

7. Training and development needs

6. The year ahead    
Agreed performance objectives for the year ahead, with details of any timescale, or any other means of
measuring success.

This is difficult to complete due to Mo’s impending promotion. However,
these objectives can be used as an interim measure:
a. to limit wastage to 102%
b. to become a mentor to three new production workers
c. to attend mentor training and gain a recognised qualification.

a. Mentor training
b. team leader training (on promotion)
c. continue to improve IT skills (spreadsheets and databases).
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Read and understand workplace documentation.

45. Factory – record of appraisal 4

1. Use one sentence to summarise the outcome of the meeting.

2. What has Mo achieved in the past year?

3. What training has Mo undertaken in the past year?

4. What do you think a mentor is? Use a dictionary to find out. 

5. Give two examples of what Mo might do in her new task of mentoring the new
production workers.

6. Highlight all the adjectives and adverbs used to describe Mo and her attitude to work.
What impression do you get of her?

Highlight any words that you don’t understand in the record of appraisal on
Worksheets 42–44 and use a dictionary to look up their meaning.

Using the information given in Worksheets 42–44, answer these questions in full
sentences.
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Read and understand operating and safety instructions.

46. Factory – reading instructions 1

46

Instructions are usually written using the imperative. The imperative is formed by using the
verb (the action word) without to or any noun or pronoun in front of it. For example: 

“You should switch off the lights when you leave” becomes “Switch off the lights when you
leave.”

Here are some more examples of instructions written using the imperative:

Sentence Instruction using the imperative

You should use this exit. Use this exit.

You will need two eggs. Take two eggs.

You should turn right at the traffic lights. Turn right at the traffic lights.

Read the set of instructions on Worksheet 47. Highlight any words that you don’t
understand and use a dictionary to look up their meaning. Then answer these
questions in full sentences.

Imperative instructions are often written as lists, which may be bulleted or numbered.

The imperative is also used to give advice and warnings, for example: “Mind the doors.”

It is also used to tell someone something, for example: “Be quiet.” 

1. Which of the daily checks do you think should be carried out before the truck is used
and why?

2. Do you think the Machine Safety Guidelines are presented in a logical order? How
could they be presented more clearly? Use suitable subheadings to re-list the
guidelines.

3. Are all the instructions written in the imperative? Choose five of those written in the
imperative and re-write them especially for Dan, one of the forklift truck drivers.

4. Re-write all of the negative instructions, turning them into positive commands. For
example:
“Do not park the machine loaded on a slope exceeding 15%.” could become “Only
park the loaded machine on slopes less than 15%.”
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Read and understand operating and safety instructions.

47. Factory – reading instructions 2

Daily checks
� Check fork locks are in position.
� Check forks are not bent.
� Check chains and anchor points.
� Check loader arms and associated parts for
security.

� Ensure all safety guards are secure and in
position.

� Check both foot and hand brake for
effectiveness.

� Observe all controls are clean, accessible, in
sound working order and their function is
understood.

� Ensure safe load indicator (where fitted) is
operational.

Machine safety – forklift trucks
� The machine should only be started and
operated whilst the operator is sitting in the
driver’s seat and in full control.

� Familiarise yourself with the truck and the
ground on which the truck will operate.

� Ensure that the Safe Load indicator (where
fitted) is observed during all lifting operations.

� Do not park the machine loaded on a slope
exceeding 15%.

� Remove forks before travelling on the public
highway.

� Passengers must not be carried at any time.

autoparts
Operating and safety instructions – forklift trucks

� Transport the load with the forks lowered,
the mast fully tilted backward and the
telescopic boom fully retracted.

� Drive the truck at a speed appropriate to the
ground conditions.

� Do not accelerate or brake sharply with a load
on the forks.

� When transporting a load, ensure that the
ground covered is as flat as possible.

� Do not leave the key in the ignition when the
truck is unattended.

� Do not attempt to carry out operations in
excess of the truck’s capacity.

� Drive round obstacles.
� Ensure you know the weight of the load to be
lifted.

� Keep a look out for overhead cables,
scaffolding, trenches and backfilled land, etc.

� Do not leave truck unattended with the
engine running.

� Do not stop the truck with the load in an
elevated position.

� Apply the brake when lifting or depositing a
difficult load or when on an incline.

� Do not allow personnel to stand or pass
beneath an elevated load.

� Do not lift a load with one fork only.
� Drive smoothly and progressively at all times.
� Lower forks to the ground and apply the
parking brake when the truck is not being
used.
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Read and understand company policies and procedures.

48. Factory – mission statement 1

48

Many companies have a mission statement. This sets out the broad purpose of the
organisation and its overall aims and values. In other words, why it exists and what it wants to
achieve. 

Mission statements are usually no longer than a sentence or two and they are often followed
by a list of values and strategic aims. All employees of a company should know and
understand its mission statement.

Read the mission statement then answer the questions on Worksheet 49.

“Building partnership and vision” is the statement that communicates AutoParts’ unique philosophy and
core values to its clients. It guides every employee in their approach to delivering the company’s
commitments to its clients. AutoParts’ mission statement recognises its core values and goals:

“A utoParts str ives to  achieve complete customer satisfaction through
the supply o f quality pressings at competitive pr ices to  the
requirements o f the customer.”

Core values: The values of service, relationships, teamwork and quality are the core of everything that
AutoParts believes in. They are fundamental to the way we approach and undertake our work and are
constants that will never change.

� SERVICE – service our clients’ interests first to the best of our ability. 

� RELATIONSHIPS – develop long-term relationships with our clients, employees and 
business partners, based on trust, integrity and commitment. 

� TEAMWORK – deliver our clients’ vision through teamwork and innovative solutions.

� QUALITY – deliver quality in everything we do.

� EMPLOYEES – to attract, develop and retain committed employees who contribute 
and share the company’s success.

� SHAREHOLDERS – to consistently produce a business performance, which makes 
AutoParts an attractive investment to existing and new shareholders.

� BUSINESS PARTNERS – to develop beneficial relationships with our suppliers and 
business partners which promote the highest levels of respect, confidence, trust and 
mutual profitability.

The company endeavours to:
� deliver to customer schedules
� manufacture to required specifications using rigidly applied Quality Systems
� work in partnership with customers to optimise our products to the mutual benefit of both 

companies.

autoparts
Mission statement
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Read and understand company policies and procedures.

49. Factory – mission statement 2

Highlight any of the words that you don’t understand in the AutoParts’ mission
statement on Worksheet 48 and use a dictionary to look up their meanings. Then
answer these questions in full sentences.

1. What overall impression do you think the mission statement would give to AutoParts’
customers?

2. Highlight all of the adjectives and adverbs in the text. What do you think are the
three key adjectives that AutoParts uses to describe itself?

3. How would you describe the meaning of the term core values.

4. What do you think the company means by the first sentence in its mission statement?

5. If the language in the first paragraph were clearer, it would be easier to understand.
Re–write the whole of the first paragraph to make it easier to understand. You need
to convey the same meaning, but use shorter words.

FSB_Reading L1_2011_U_Reading L1  01/09/2016  06:07  Page 49



skillbuilders n reading n level 1

Read and understand information in business letters.

50. Factory – letter from the landlord 1

50

Read this text and then answer the questions on Worksheet 51.

Tollworth’s
Windsor House, Windsor Place, Newport NP7 8HN

Mr J O’Connor
AutoParts Ltd
Church Down Business Park
Church Down
Cardiff
CF10 8NY

Today’s date

Dear Mr O’Connor

Church Down Business Park

I am writing with reference to various points that have arisen. These are as follows:

1. Security
The Business Park is now patrolled at night by Knight Patrol. If there does happen to be a break in,
they will need to contact whoever is responsible for the unit. Therefore, could you please let me have
the name and telephone number of your contact in case of emergency. If you do not wish to be
contacted until, say, 9 am the next morning, please would you inform me when you return the details
of your contact.

On the question of security, might I advise that all windows are securely closed and fastened at night
and that the window keys are not left on show. This will only act as a temptation to potential intruders.

2. Bollards
Please would you ensure that the ram-raid bollards are lifted back up at the end of the day. They are in
place purely for the security of the site, but are of no use if left on the ground!

3. Payment of rent
In order to standardise the payment of rents procedure, we are giving all our tenants the opportunity
to pay their rent by standing order mandate. This would mean that your rent would be taken out of
your bank account on a monthly basis, eliminating the necessity of you either having to write a cheque
every month or bringing cash into our office. If you would like to use this system, please complete the
attached form, where indicated, and return to Mrs Anne Harris at this office.

I look forward to receiving your contact details with reference to the security company. If, in the
meantime, you have any queries regarding the above points, or any other matter, please do not hesitate
to contact me.

Yours sincerely

D. G. Bartholomew
Assistant Land Agent

Enc.
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Read and understand information in business letters.

51. Factory – letter from the landlord 2

Highlight any of the words or phrases that you don’t understand on Worksheet 50
and use a dictionary to look up their meaning. Then use the information on Worksheet
50 to answer these questions in full sentences.

1. What type of text is this?

2. What is enclosed with the letter?

3. What does the writer want Joe O’Connor to send him?

4. What is the name of the company that will be patrolling the Business Park?

5. If Joe decides to pay rent by standing order, whom should he send the form to?

6. Why do you think that Mr Bartholomew has chosen to end one of the sentences
about bollards with an exclamation mark?

7. What does Mr Bartholomew claim the advantages are of paying by standing order
mandate?

8. Describe the tone of the text – give examples to support your answer.
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Answers

52

3. Dictionaries 3

4. The borrowers 1

al fresco — Italian for 'in the fresh'.
trattoria — Italian for restaurateur .
picturesque — Italian for 'in the style of a
painter'.
petit fours — French for 'small oven'.
à la carte — French for 'by the bill of fare'.
Opera — Italian.
Petit fours — French, very small fancy cakes.
Piazza — Italian — a square.
Steak frites — French — steak and chips.
prix fixé — French — set price.

5. The borrowers 2

Chef — French — a skilled cook that manages a
kitchen.
Pâté — French — a rich savoury paste made from
finely minced or mashed meat or fish.

1. Dictionaries 1

2. Dictionaries 2

The exact answers to this questions will depend
on the dictionary you use. Here are our answers
as a guide.

derivative

Supermarket n. large self–service
store selling foods and some
household goods. [f. super + market]

Factory n. a building or set of
buildings where large amounts of
goods are made using machines.

Chairman n. a person in charge of a
meeting or organisation.
Chairmanship n. [from prec. + man].

headword

headword

headword

word class

word class

definition

definition definition

origin

origin

word class

Statements True False

1. Reception comes from the Latin word meaning to receive. P

2. Room service is when a hotel brings food and drink directly P

to a guest’s bedroom.

3. A vestibule is a cellar. O

4. The word waiter is a derivative of the verb wait. P

5. Chef comes from the French meaning knife. O

6. There are more than two meanings of the word counter. P

7. In correct English car park should be written as two separate P

words.

8. The word queue also means tail. P

9. Deli is a colloquial term for delicacy. O

10. Trolley can be correctly spelled in two ways. P

11. There is only one definition of the word shift. O

12. Registering arrival or departure at work on an automatic

recording clock is known as clocking in or out. P

13. The word production is a derivative of the 

word product. P

14. Courier comes from the Latin word meaning to run. O

15. Market and promote are synonyms. P

Headword Word class Definition Derivative Origin

Meeting Noun An occasion when people
come together meeting–house meeting–place

Business Noun Occupation, trade,
profession business–like

Letter Noun Written or printed
message addressed to someone Manufacture

Manufacture Noun
Making of articles by
physical labour or
machinery

Italian and Latin —
made by hand

Sell Verb and noun To dispose of in exchange
for money

Leisure Noun Free time
From Latin — to be

allowed

Resign Verb Give up office, retire resignation From Latin — unseal,
cancel

Hire Verb To employ for wages
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Answers

Risotto — Italian — rice cooked in stock.
Tartlette — French — a small tart.
Goujons — French — fried chicken or fish pieces.
Crème — French — cream.
Soufflé — French — a dish made from eggs and
sauce, that is baked until puffed up.
Calvados — French — apple brandy.
Compote — French — a dessert of fruit cooked in
syrup.
Coulis — French — a thick sauce made from
pureed fruit.

6. Types of nouns 1

AutoParts weathered the recession of the
mid–'7Os and early '80s, building a reputation
for quality. In 1988 the Directors realised the
need to obtain formal quality status and
embarked upon a re–training, expansion and
investment programme with dramatic effect.
Turnover increased from £300K in 1987–88 to
£3M in 1998. To our delight, IS09002 was
awarded to the Company in 1990 at the first
attempt, and RG2000 was awarded in 1993–94.
Our commitment to quality is renowned. We
have established a robust business platform
based upon Quality and Service to our
customers. Our Quality Department is a modern
facility which encompasses new and traditional
techniques. Our operators are trained to GNVQ
standard and trained in world class
manufacturing techniques. Our setters are
trained to do their own first off inspection.

1. nourish = nutrition.
2. mad = madness.
3. happy = happiness.
4. tired = tiredness.
5. hope = hopeful.
6. good = goodness.
7. excellent = excellence.
8. inferior = inferiority.

9. jolly = jolliness.
10. tense = tension.

7. Types of nouns 2

1. The group is going to lunch.
2. The bunch of grapes was mouldy.
3. The case of wine has been moved.
4. The fleet of lorries is stuck in a traffic jam.
5. The swarm of bees was in the car park.
6. A flock of sheep.
7. A pride of lions.
8. A gaggle of geese.
9. A forest of trees.
10. A pack of wolves.
Here are our answers as a guide
11. A class of teachers.
12. A bag of shoppers.
13. A cluster of stars.
14. A suite of computers.
15. A trail of snails.

9. Making the most of textual features 2

1. The purpose of text A is to instruct.
The purpose of text B is to inform. 
The purpose of text C is to persuade.
2. Text A — each sentence is an instruction.
uses verbs such as stir, heat and whisk.
Text B — uses technical vocabulary, figures and
statistics and uses acronyms such as SLDP.
Text C — uses adjectives to describe the product
such as velvety, creamy and wicked, all
persuasive words.
3. Text A — is numbered which makes it easier to
follow the instruction.
Text B — is in paragraphs which is the expected
format for an official report.
Text C — is made up of short sentences full of
adjectives. They give short bursts of interesting
information about the product.
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54

12. Reading between the lines

a mite cosy and stiflingly hot – quite small and
very hot
pleasingly spotless – very clean
seconds from the hotel – not far from the hotel
fancy a flutter – placing some bets on horses
or take a dip – go for a swim
if you dare – implying that the swimming in the
outdoor pool is a brave thing to do, possibly
because it is too cold
definite draw – an attraction

13. Creating mood

Here are our answers as a guide.

1. anger.
2. fury.
3. sadness or tiredness.
4. miserably sad.
5. romantic/reluctant.
6. rushed/frightened.
7. serious.
8. official.
9. accusatory/sensational.
10. conciliatory.

4. Overall the presentation helps the reader
understand the purpose of each text. For
example, it would be expected that a business
report would be laid out in a formal manner with
a simple typeface. However, an advert is more
likely to use bold, eyecatching typefaces and is
likely to be quite big so that you pay attention to
it.
5. You should discuss your answer with your
teacher. 

10. Sales report

1. The pie chart shows that 'other desserts' make
up the biggest market share with 25.5%, whilst
trifle and mousse are not far behind with 22%
and 21.6% respectively. The smallest market
share is shared jointly between Crème caramel
and cheesecake with 10.4% share each. 
2. Paragraph 2.
3. 55.6%.
4. Nestlé.

11. Health and safety guidelines

1. The diagram provides additional information
about recommended eye height above ground,
and how far away you should be from the screen.
It also shows how the screen and document
holder should be positioned; how far away your
knees should be from the underneath of the
table, and that you can use a footrest.
2. The guidelines suggest that you should not
have your screen positioned in such a way that
there is a glare from windows or from any lights
in the room.
3. VDU operators should assume a good posture,
ensuring not to slouch or lean to one side.
4. The guidelines probably recommend being
able to use the mouse with either hand so that
you do not strain your wrist.

Manordown Hotel
Manordown Hotel near Exeter is a beautiful, traditional English country hotel for those,
like Jenny Kitchen, craving something more than a trouser press.

First impression: Excellent. Manordown is a beautiful Tudor manor house with
stunning stained glass windows, ancient stone and wonderful carved panelling. 

Prime position: The hotel is about three miles out of central Exeter and perfect for
breathing in fresh country air before a day’s business in town. Links are good to the
M5. Gorgeous views over the racecourse. 

The room: A mite cosy and stiflingly hot. But the bed was very comfortable and the
bathroom pleasingly spotless. 

Getting down to business: There are four main meeting rooms and two smaller
rooms. There’s no business centre but there are modem points for laptops in all rooms. 

Leisure time: Seconds from the hotel is Exeter’s racecourse if you fancy a flutter. The
hotel is ten minutes in a taxi from the town for shopping and evening sorties. You can
wallow in the beautiful grounds, eat and drink at the Beaufort Restaurant and Lounge
Bar. Or take a dip in the hotel’s outdoor heated pool, if you dare!

Highlights / lowlights: The sheer beauty and history of the place was a definite draw,
the stifling heat everywhere the downside. 

Verdict: A real change from characterless city hotels. Manordown is part of the
Majestic group but very much retains its individuality. craving something more than a
trouser press – if you're looking for more amenities than an average hotel
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Answers

15. Hotel – increasing revenue 2

2. Selling up — trying to persuade a customer to
order something bigger, better or additional to
that they originally asked for.

Someone at the beauty salon could use the
technique of selling up if, for example a customer
asked for a pedicure, they could suggest the
pedicure and manicure combo — which although
is £5.00 more expensive, means that the
customer would get their fingernails done for
just a small additional charge.
The bar — Someone working at the bar could sell
up by asking a customer if they would like to
order a double measure rather than a single or
by asking if the customer would like some nuts or
crisps.

3. Bar staff — the management team could make
sure that the bar staff know how to make
cocktails and different drinks. They could have
tastings and recommend snacks that enhance
the taste of the drinks.

Leisure club — the management team could
make sure that leisure club staff understand the
benefits of different classes and personal
training so that they can talk knowledgably to
customers about them and therefore encourage
them to take additional sessions.

Reception staff — the management team could
make sure that all reception staff are fully aware
of all of the areas of the hotel in which guests
could spend extra money. To start with they
could offer to book guests in to the restaurant
when they book in, they could also encourage
guests to take a drink in the bar. Reception staff
could ask guests whether they would like to use
the salon or the leisure club and offer to book
sessions for them.

16. Hotel — job appraisal preparation 1

Here is an example of an appraisal preparation
form as a guide. You should discuss your specific
answers with your teacher.

Review of past year

1. Taking orders, using the till, serving drinks
behind the bar, taking out food, clearing tables
and filling the dishwasher in the kitchen.
2. Have taken on responsibility of dividing the
tips made throughout the week between the
waitresses depending upon how many hours they
have worked.

3. I think that as a waitress, having to stack the
dishwasher is a waste of time, especially since it
is a job that the kitchen hands could be doing. I
feel that my time would be better spent front of
house serving customers and checking that they
are happy with their food.

4. I have met almost all my performance
objectives.

5. The only objective that I do not feel that I have
successfully met is working behind the bar and
serving drinks. I feel I have been unable to meet
this objective because it is always so busy on the
restaurant floor so I have very little opportunity
to have any practice on the bar.

6. Nothing.

7. I have attended a first aid course.

Plan for forthcoming year

1. I would like to spend more quality time
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Joanne Lamonby — Employment Service,
Amanda Desmond — LSC and Ian Jones –
Business Link Devon.

2. The first action point that arose from meeting
was that Jennifer Watkins would feed the groups
views back to Management Group. The second
action point was that Lisette Davies will be trying
to recruit additional members to assist the
tourism sub–group.

3. During the course of the meeting, Councillor
C. Chappell was elected to be Chair, William
Lyons was elected to be Vice Chair and Adrian
Marshall to be facilitator.

4. The Disability Discrimination Act, branding of
Dartmoor and tourism associated businesses will
be discussed at the Tourism Forum meeting on
10 May.

5. The next meeting of the Dartmoor Business,
Economic and Tourism Group will take place on
26 April 2012 at 9.30.

6. The remit of the Dartmoor Business, Economic
and Tourism Group is to promote business and
tourism in Dartmoor and the surrounding areas. 

23.Hotel — brochure 2
Adverbs and adjectives are marked in 
bold. Verbs are circled.

1. The Old Hall is a real Country Hotel. Each
room is different and full of individual
character. Many command spectacular views
and all benefit from the individual touches that
add to its unique "second home" ambience.
Separated from the main Hotel by 200 yards are
the Stable Suites which offer a downstairs sitting
room with fire and an upstairs bedroom,
en–suite. These are ideal for guests who require

working behind the bar so that I get more of a
feel for it. I would also like to become more
involved, or take total responsibility for planning
rotas for the week. I feel that this would give me
a taste of the managerial side of working in a
restaurant.

2. The appraiser could assist me in achieving my
performance objectives by reassigning
dishwasher stacking to the kitchen hands, which
would free up some more of my time to allow me
to work on the bar more regularly. 

The appraiser could also give me the
responsibility and explain how to organise rotas
for waiting staff, which would aid me in my
objective of becoming more involved in the
managerial aspect of the catering industry.

18. Hotel — staff induction timetable 1

1. 5.
2. Accident/emergency/evacuation procedures 

and how to call for a first aider.
3. Personnel matters, 10 April 14.00.
4. Tour of department, 9 April 9.30.

Introduction to the role and functions of 
department 9 April 14.00.

5. Teacher to check.
6. P45 or National Insurance number, bank or 

building society details, and for pension 
scheme, previous pension scheme details and
birth certificate or passport. These should be
presented on 9 April at 12.00.

5. Receptionist.
6. To introduce someone formally to an 

organisation.

21. Hotel — minutes 2

1. The following members of the group were
unable to attend the meeting — Lynne Parsons,
Anne Dowdeswell — Dartmoor Partnership,
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a bit more room for walking boots, fishing tackle
and so on — just like having your own cottage,
but with all the benefits that the hotel offers.

Restaurant 

Our Restaurant is open to residents and
non–residents every day at the following times:
Breakfast 8 am to 10 am £15.50
Lunch 12 noon to 2 pm £20.00
Dinner 7.15 pm to 8.45 pm from £34.50
Dress: Smart / casual in Restaurant
We also serve Morning Coffee, Bar Snacks and
an extensive Afternoon Tea Menu.
Together with our Head Chef, Jean–Claude
Vautier, we are delighted to introduce you to our
cuisine, which you will find to be "Traditional
English with modern touches". Our menus
always feature what is best and freshest from
seasonal and local produce. We hope you will
agree that the end result is innovative without
being too complex, and concentrates on the
basic requirement of flavour.
You will be able to enjoy a large selection of
fresh vegetables, herbs, fruits and salads from
our walled garden, which you are very welcome
to visit at any time. Our proximity to the port of
Plymouth allows us to offer you an excellent
choice of fish which is delivered daily. If during
your stay you have a particular preference, e.g.
lobster, crab or Dover sole, we will be happy to
place an order for you.
We will also gladly cater for any special dietary
requirements, although prior notice would be
appreciated. If, on the other hand, you would
just prefer something simple or plain grilled, you
only have to ask.
There is no smoking in the restaurant and mobile
phones will be placed in the ice bucket!!
The passage is written in the present tense.

3. Accolades
GUARDIAN
"Best of British; the Old Hall Hotel, which is
surrounded by lawns and parkland and
renowned for fine food, has reminded me how
unique and beautiful our countryside is." 

SUNDAY EXPRESS
"The hotel itself manages to achieve the relaxed,
unstuffy feel that many fail to capture. On a fine
spring morning, with the sun rising over the mist,
you can appreciate why the setting is reckoned to
be one of the best in Dartmoor."

TELEGRAPH TRAVEL 
"Its location is spectacular, its food first–class
and although there are sports and sightseeing
diversions in the area, this is a hotel where you
can truly relax."

EVENING STANDARD
"The perfect country weekend!"

FINANCIAL TIMES — 
THE BUSINESS
"The best hotel on Dartmoor."
The word best is duplicated.

4. The way the hotel describes itself differs from
the way others describe it because the language
used by the hotel is more informative. It gives a
lot more detailed information about the setting of
the hotel, the restaurant and awards that have
been given to the hotel. Where as the accolades
all describe the hotel in more general terms.

24. Hotel — review 1

1. The writer probably means that her boyfriend
could manage to carry his own bags and didn't
expect someone else to carry them for him, but is
quite happy to let someone else carry them
really.
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5. Your answer to this is really a matter of
opinion. Here is our answer as a guide:

I felt that each section of the supermarket was
given roughly equal information

28. Supermarket — appraisal 
preparation 1

You should discuss your answers with your
teacher.

30. Supermarket — food hygiene 
training 1

2. The longest course is for the Foundation
Certificate in Food Hygiene.

3. Participants would receive free handbooks on
the Foundation Certificate in Food Hygiene
course and the Basic Certificate in Food Hygiene
— update course.

4. Sally's supervisory staff should attend the
Intermediate certificate in food hygiene course
because this is aimed at supervisory managers.

5. These 30 members of staff should attend the
Basic certificate in food hygiene — update course
to bring their training up to date.

6. The further 15 members of staff should attend
the Foundation certificate in food hygiene
because they have not been trained previously.

33. Supermarket — small producers 2

2. Blackwell's offers small producers the
assurance that they will have trust, commitment
and support from the supermarket.

2. The writer probably means that she should
have been worried about how much it was going
to cost, but then is reassured by the fact that her
friends have told her that Chris is a bit of a joker.
3. The food at the Old Hall Hotel sounds as if it is
well presented and of very good quality, with a
lot of thought going into all the ingredients and
finishing touches.

4. It sounds as if the interior of the Old Hall Hotel
is comfortable and relaxing. The writer gives the
impression that the hotel is cosy and that a lot of
thought has gone into making the rooms as
comfortable as possible.

5. I think it sounds as if the writer did enjoy her
stay at the Old Hall Hotel. She had a lot of
positive things to say about the staff, food and
interior, and very few grumbles.

27. Supermarket — brochure 2

1. Blackwell's claim that they have well stocked
shelves with both local and branded produce,
which is always of the highest quality.

2. Blackwell's claim that their staff are always on
hand to help and will prepare food such as meat
for customers and provide a wide choice of other
foods such as bread.

3. Nita Chandra, a fishmonger and Bill Chen, a
baker are mentioned in the passage.

4. There are several words and phrases that give
the impression that Blackwell's prides itself on its
reputation for providing a wide range of quality
local produce including "very best", "highest
quality", "fantastic selection", "widest selection of
local quality produce", "own–baked loaves".
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3. Blackwell's outlines several reasons for
wanting to sell products made by small
producers. They want to celebrate traditional
foods, support the region's economy and
introduce people to great food.

4. Blackwell's comments about regional food are
that people should have easy access to food
from their region.

5. Blackwell's specifically guarantees that
producers can enter partnerships knowing that it
is based on integrity and trust.

6. Blackwell's objectives are to celebrate British
food, in particular regional food. It also wants its
customers to be able to access good quality food
and to help producers to reach more consumers,
in an agreement that is based on trust and
commitment.

35. Supermarket — make a deal 2

1. This text is a letter.

2. Barbara Brock needs to sign a contract for
supply and the Small Producer's Agreement. She
also needs to deliver four types of her cheeses to
the supermarket.

3. Blackwell's wants to stock four types of
Appledown Smoked Cheeses.

4. Answers will vary.

5. The maximum amount of cheese that
Blackwell's will order from the Cheese Company
will be 30 kilos.

6. The tone of the letter is formal, but polite and
friendly.

37. Supermarket — cheese sales 2

1. Grandma Singleton's Lancashire was the
best–selling cheese, selling 25 kilos.

2. Overall the most popular cheese category was
hard cheese.

3. The least popular cheese category was
semi–soft cheese.

4. The Camembert and Gruyère both sold 10
kilos and the Gorgonzola and Edam both sold 5.5
kilos.

5. Grandma Singleton's Lancashire 25 kilos
Brie 12.5 kilos
Stilton 12 kilos
Camembert 10 kilos
Gruyère 10 kilos
Double Gloucester with chives 9.5 kilos
Parmesan 8.5 kilos
Cheddar with date and walnut 8 kilos
Roquefort 7.5 kilos
Full cream cheese 7 kilos
Chèvre log 6.5 kilos
Edam 5.5 kilos
Gorgonzola 5.5 kilos
Cottage cheese 5 kilos
Ricotta 4.5 kilos
Pont L'Evèque 4 kilos

6. Blue cheese is made by piercing the skin of
young cheese with rods and the mould forms
along the tunnels and cracks in the cheese.

7. The difference between semi–soft cheese and
soft white cheese is that semi–soft cheese can
have an elastic or rubbery texture with a rind,
whilst soft white cheese has a white fuzzy rind. 

8. Curd is the solid substance that is formed
when milk turns sour.

FSB_Reading L1_2011_U_Reading L1  01/09/2016  06:07  Page 59



skillbuilders n reading n level 1

Answers

60

QUALITY IN WELDING

To support the presswork activity, AutoParts has
a range of modern electric spot welding units
which provide consistent and neat finishes. In
addition, a range of stud welding machines are
operated for both multiple– and single–stud
applications.

QUALITY IN PRESSWORK

At the heart of the manufacturing complex is a
large and comprehensive range of presses. As
with every department within the company, all
work is carried out by fully–trained and highly
experienced staff.

Our range of presses enables the most
appropriate unit to be selected for the various
stages of every single project to ensure the
highest quality pressing is achieved and
maintained.

QUALITY IN FINISHING

A large, modern and impressive finishing
facility is maintained that encompasses all
popular finishing processes. This facility ensures
that all finishing work is undertaken to the same
high standards of precision and quality as all
in–house operations.

QUALITY IN INSPECTION

Experienced teams of inspectors and packers
ensure that the completed products reach our
customers in precisely the same immaculate
condition as they leave the factory. All
completed pressings are subjected to full visual
inspection backed with statistical process control
quality procedures. The most appropriate type

39. Factory — quality assurance 2
Adverbs and adjectives are marked in bold. 
Verbs are circled.

1. AutoParts — for all–round quality

AutoParts has always been at the forefront in
quality and has achieved the QS9000 standard.
Established and detailed quality assurance
procedures cover every single aspect of the
company's operations.

QUALITY IN MATERIALS

The first stage in any high quality pressing is, of
course, the selection of the most appropriate
material. We ensure that all materials meet the
client's specifications with incoming raw material
being subjected to thorough quality assurance
procedures prior to acceptance.

QUALITY IN TOOLMAKING

As part of its complete service to customers, an
in–house toolmaking facility provides and
maintains accurate and long running tools for
all types and sizes of pressings. Toolmakers are
involved in all the stages of each project from
prototype through to completed tooling.

MULTI STAGE TOOLING

The benefits of progression tooling are being
applied to more and more pressings we produce.

This is an area where we have built up
considerable expertise and we work at an early
stage with many clients on adopting this
production method.

For more and more customers, multi–stage
tooling is providing both production and quality
assurance benefits.
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of packing is used to ensure that all products are
fully protected during transit.

QUALITY IN ASSURANCE

AutoParts has a fully established quality
assurance programme based on the latest
stringent national standards specified in BS EN
ISO9002. This programme covers every aspect
of the company's operations from raw materials
through to inspection and dispatch and includes
statistical process control. Regular audits ensure
that all specified standards are met or
exceeded. As a result of this dedication to
quality, AutoParts is a regular supplier of
pressings to the major car industries, both in the
UK and overseas.

41. Factory — fire training 1

2. There are three courses which include practice
with fire extinguishers; Practical fire extinguishers
and general safety course, Staff fire training
course and Staff fire training course,
incorporating practical uses of fire extinguishers.

3. The shortest course is the Practical fire
extinguisher and general safety course which
covers general fire safety, fire safety in the
workplace and a practical session on the use of
fire extinguishers.

4. For staff who are designated fire safety
officers Helen should choose the Staff fire
training course and will need to book three
sessions.

5. For staff who do not need to use fire
extinguishers but need to be aware of fire
hazards and safety procedures, Helen should
choose the Staff fire safety training course and

she will need to book two sessions.

6. Helen should choose the Practical fire
extinguisher and general safety course for her
staff who need general fire safety training. She
will need to book three sessions.

45. Factory — record of appraisal 4

1. The outcome of the meeting is that Mo has
managed to achieve all of her targets and is due
for promotion.

2. In the past year Mo has managed to work
within the agreed wastage limits, and contribute
to the staff development forum. She also
improved her IT skills and learnt how to use the
company intranet and database systems.

3. Mo has undertaken several training courses in
the past year, including a first aid update, staff
intranet training, staff fire safety course and an
MS Access course in her own time.

4. A mentor is a person who gives someone help
and advice over a period of time and often also
teaches them how to do their job.

5. Mo will show her mentees what they should be
doing in their job and she will also be there to
support and advice them as the year progresses.

6. Adjectives and adverbs used to describe Mo
and her work are: active, accurately, pivotal,
systematically, sensibly, wholeheartedly and
outstanding.

The appraisal gives the impression that Mo is a
hard worker, who enjoys her job and wants to
help others in their roles at AutoParts.
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Driving the truck
1. Do not park the machine loaded on a slope
exceeding 15%.
2. Remove forks before travelling on the public
highway.
3. Passengers must not be carried at any time.
4. Drive the truck at a speed appropriate to the
ground conditions.
5. Do not accelerate or brake sharply with a load
on the forks.
6. Do not leave the key in the ignition when the
truck is unattended.
7. Drive round obstacles.
8. Keep a look out for overhead cables,
scaffolding, trenches and backfilled land etc.
9. Do not leave truck unattended with the engine
running.
10. Drive smoothly and progressively at all times.
11. Lower forks to the ground and apply the
parking brake when the truck is not being used.

3. Not all of the points are written in the
imperative. Here are five examples that we have
re–written.

a) You should check the fork locks are in position.
b) You should drive round obstacles.
c) You should ensure the safe load indicator 

(where fitted) is operational.
d) You should drive smoothly and progressively
at all times.
e) You should check the chains and anchor 

points.
4. 
1. Drive slowly and brake softly with a load on
the forks.
2. When the truck is unattended the key should
not be left in the ignition.
3. Only carry out operations within the truck's
capacity.
4. Turn the engine off before leaving the truck.
5. Only stop the truck when it is in a lowered
position.

46. Factory — reading instructions 1

1. I think that all of the daily checks that are
listed should be carried out before the truck is
used to make sure that it is safe.

2. The machine safety guidelines aren't really
presented in a logical order. They could be
presented more clearly by using sub headings
and by numbering each point.

Machine Safety — Forklift Trucks

Before starting the truck
1. Familiarise yourself with the truck and the
ground on which the truck will operate.
2. The machine should only be started and
operated whilst the operator is sat in the driver's
seat and in full control.

Transporting a load
1. Ensure that the Safe Load indicator (where
fitted), is observed during all lifting operations.
2. When transporting a load, ensure that the
ground covered is as flat as possible.
3. Transport the load with the forks lowered, the
mast fully tilted backward and the telescopic
boom fully retracted.
4. Ensure you know the weight of the load to be
lifted.
5. Do not attempt to carry out operations in
excess of the truck's capacity.
6. Do not stop the truck with the load in an
elevated position.
7. Apply the brake when lifting or depositing a
difficult load or when on an incline.
8. Do not allow personnel to stand or pass
beneath an elevated load.
9. Do not lift a load with one fork only.
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6. Personnel should stand away from the
elevated load.
7. Only lift a load with two forks.

49. Factory — mission statement 2

1. Overall, I think that AutoParts' mission
statement would give the impression that the
company is totally committed to pleasing both
their customers and their employees in every way
they can.

2. 

The three key adjectives that AutoParts use to
describe itself is 'unique', 'fundamental' and
'quality'.

3. Core value — a value or belief that is basic but
more important than any other one.

4. "Building partnership and vision" is the
statement that communicates AutoParts' unique
philosophy and core values to its clients.

The company means that AutoParts thinks that
its desire to build partnerships with customers is
crucial to its success.

5. Here is our re–write:

AutoParts' has a unique belief that working in
true partnership will achieve everyone's aims.
Every employee aims to deliver the company's
promise to its clients:

"AutoParts does its best to make sure that each
customer is totally happy with our supply of
quality pressings at competitive prices."

51. Factory — letter from the landlord 2

1. This is a business letter.

2. A standing order mandate is enclosed with the
letter.

3. The writer wants Joe O'Connor to send him the
name and telephone number of the person that
should be contacted in case of an emergency.

4. Knight Patrol is the name of the company that
will be patrolling the Business Park.

5. If Joe decides to pay rent by standing order, he
should send the form to Mrs Anne Harris.

6. Mr Bartholomew has decided to end one of
the sentences with an exclamation mark because
people keep leaving the bollards in the ground
which is quite useless in deterring burglars.

7. Mr Bartholomew claims that the advantages of
paying by standing order mandate is that it saves
someone having to write a cheque every month
or bringing cash into the office to pay the rent.

autoparts
Mission statement

“Building partnership and vision” is the statement that communicates AutoParts’ unique philosophy and
core values to its clients. It guides every employee in their approach to delivering the company’s
commitments to its clients. AutoParts’ mission statement recognises its core values and goals:

“A utoParts str ives to  achieve complete customer satisfaction through
the supply o f quality pressings at competitive pr ices to  the
requirements o f the customer.”

Core values: The values of service, relationships, teamwork and quality are the core of everything that
AutoParts believes in. They are fundamental to the way we approach and undertake our work and are
constants that will never change.

� SERVICE – service our clients’ interests first to the best of our ability. 

� RELATIONSHIPS – develop long–term relationships with our clients, employees and 
business partners, based on trust, integrity and commitment. 

� TEAMWORK – deliver our clients’ vision through teamwork and innovative solutions.

� QUALITY – deliver quality in everything we do.

� EMPLOYEES – to attract, develop and retain committed employees who contribute 
and share the company’s success.

� SHAREHOLDERS – to consistently produce a business performance, which makes 
AutoParts an attractive investment to existing and new shareholders.

� BUSINESS PARTNERS – to develop beneficial relationships with our suppliers and 
business partners which promote the highest levels of respect, confidence, trust and 
mutual profitability.

The company endeavours to:
� deliver to customer schedules
� manufacture to required specifications using rigidly applied Quality Systems
� work in partnership with customers to optimise our products to the mutual benefit of both 

companies.
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8. The tone of the text could be described as
professional as each point has been given a
header to make it clear. The tone is also polite —
at the end Mr Bartholomew says that Joe should
have no hesitation in contacting him.
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Activity index

Comprehension from texts 10, 11, 12, 14, 15, 18, 19, 20, 21, 24, 25, 26, 27, 30, 
31, 32, 33, 34, 35, 36, 37, 40, 41, 42, 43, 44, 45, 46, 
47, 50, 51

Dictionary work 1, 2, 3, 4, 5, 10, 12, 14, 15, 16, 17, 18, 19, 28, 29, 30, 
31, 32, 33, 40, 41, 42, 43

Grammar – identify adverbs and adjectives 22, 23, 38, 39, 42, 43, 44, 45, 48, 49

Grammar – identify verbs and tense 22, 23, 38, 39

Grammar – the imperative 46, 47

Identify the purpose of text 8, 9

Improve grammar – nouns 6, 7

Prepare a job appraisal form 16, 17, 28, 29

Proofread own writing 16, 17, 28, 29

Read a menu 5

Read charts / graphs 10

Read health and safety guidelines 11

Read information about training courses 30, 31, 40, 41

Read information from brochures 22, 23, 26, 27, 38, 39

Read information in diagrams 11

Read information in forms 16, 17

Read information in tables 18, 19, 36, 37

Read instructions 46, 47

Read job appraisal documentation 16, 17, 28, 29, 42, 45

Read letters 34, 35, 50, 51

Read mission statements 14, 15, 48, 49

Read reports 10, 32, 33, 36, 37

Read reviews 12, 24, 25

Read the minutes of a meeting 20, 21

Summarise texts 10, 32, 33, 38, 39

Turn negative instructions to positive commands 46, 47

Understand that languages borrow words from each other 4, 5

Understanding how to create the mood of text 13, 34, 35, 38, 39, 42, 44, 43, 45, 48, 49, 50, 51

Understanding inference 12, 24, 25

Use a calendar 18, 19, 34, 35
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Useful websites

Hotel
www.bestloved.com
www.bha.org.uk
www.bii.org
www.compass-group.co.uk
www.gmb.org.uk
www.hcareers.co.uk
www.ih-ra.com
www.instituteofhospitality.org
www.people1st.co.uk
www.springboarduk.net

Supermarket
www.gov.uk/defra
www.fdf.org.uk
www.thegrocer.co.uk
www.improveltd.co.uk
www.just-food.com
www.morrisons.co.uk
www.sainsburys.co.uk/
www.supermarket.co.uk
www.talkingretail.com

Factory
www.autoexpress.co.uk
www.autotrader.co.uk
www.tatasteelautomotive.com
www.ford.co.uk
www.just-auto.com
www.motor.org.uk
www.sae.org
www.semta.org.uk
www.smmt.co.uk
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Cardiff is served by the M4 and is easily accessible from all parts of
Britain.

From the south west, take the M5 and from the south of England, follow
major A roads to the M4.

From Scotland, the north of England and the Midlands, travel via the
M50 to the M4.

Travelling east on the M4. Leave the motorway at Junction 32, follow
the A470, signposted City Centre, into the Cathays area of the city.

Travelling west on the M4. Leave the motorway at Junction 29, follow
the A48(M)/A48, signposted Cardiff East and South, to the A470. Follow
the A470, signposted City Centre, into the Cathays area of the city.

Map reading

skillbuilders n reading n level 1 T 1
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Training

Demonstrate these four sales techniques to in your
section or department.

Suggestion selling

This is where the staff takes the initiative and
suggests a product. For example: “Why don’t you try our freshly
baked baguettes with delicious fillings?” 

Related selling

This is where the customer has made a and the
staff member offers an accompanying product. For example:
“Would you like a side with your steak?” 

Alternative selling

This is where a has requested something that you
can’t provide and the staff member offers the nearest alternative.
For example: “Unfortunately that one is not available anymore. May
I suggest you try one of our new pizzas?”

Selling up

This is where the customer has made a request, but the staff
member offers something bigger and better. The 
needs to have a real benefit to the customer. For example: “Can I
suggest a bottle of water instead of two ? It will be
less expensive.”

Cloze procedure
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Training schedule

Assertiveness
One day 4 February, 1 April, 10 June £300

Capturing user requirements
Two days 27 January, 11 March, 20 May £600

Customer service skills
One day 5 February, 2 April, 11 June £300

Data management in plain English
One day 28 January, 11 March £325

Improving business processes
Three days 20 January, 3 March, 12 May £900

Planning and controlling projects
Two days 23 January, 6 March, 15 May £600

Principles of data management
Four days 17 March, 16 June £1350

Problem analysis and problem solving
Two days 29 January, 13 March, 22 May £600
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Minutes of the Old Hall Hotel Staff Investment Club Meeting
30th May at 18.00

1. Present – Rob Morgan
Stuart Roberts
Ian Godsiff
Helen Giles
Martin Kay 
Paul Stubbs
Kelvin Jones.

2. Apologies for absence – received from Dev, Julie, Tony Poole and
Tony Finch.

3. Minutes of the previous meeting – agreed as a true record of the meeting.

4. Treasurer’s report – Andy was not available for the meeting so the
accounts were circulated prior to the meeting.

Current account £757.76
Reserve account £585.93
Share valuation £3,686.61
No. of units issued 6364
Unit value for May £0.78
No. of new units purchased for April 32

5. Social fund report – Kelvin reported that there is currently £12.05 in the
fund (after payment of the Fantasy Competition prize). Dan has not yet
been paid his £5 prize money from last month but it has been agreed with
Stu that it will be held for future payments. Kelvin asked for £5 from
everyone. Helen, Ian, Rob and Martin paid and Kelvin is to collect the rest.

Action: Everyone to pay Kelvin their usual contribution for the Social Fund
asap.

6. Investment recommendation (Team 3)

Tenon (Stu) – As recommended last month Tenon are a new venture that is
bringing together through acquisition a number of small- to medium-sized
accountancy practices. Since my recommendation the price has fallen a few
pence as expected but the overall prospects look very good. The group are
well ahead of target of generating revenue of £100m with targets of £9.1m
profit next year and maybe 2.5p dividend.

Madison’s Coffee plc (Stu) – Madison’s are an operation that specialises
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in coffee bars and tea shops. It has grown substantially in the last few
years from a turnover of £0.5m to £9.5m last year. They are still not in
profit but the losses are reducing as expansion continues unabated. They
feature as a buy recommendation of one broker with an anticipation of a
small profit next year. They have also been featured in recent press articles
as a buy recommendation.

Put to the vote (with proxies used), it was unanimously agreed to invest
£750 in Madison’s Coffee plc. Stop loss set for review at 12p and sell review
set at 25p

Action: Rob to invest £750 in Madison’s Coffee plc with a limit of 17p.

7. Resignation – It was agreed to accept Paul Wilkins’ resignation and pay
him 572 units @ 78p = £446.16 from club funds. Paul’s units are effectively
bought back by the club and cancelled so the number of units in
circulation has dropped.

Action: Andy to give Paul a cheque for £446.16

8. Date and time of next meeting – The next meeting is on 26th June at
18.00.

9. The meeting closed at 19.10.
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Citifinance Ltd
32 Queen Rd, Bristol BS1 4ND  Tel: 0800 214440

Company Secretary
Autoparts Ltd
Church Down Business Park
Church Down
Cardiff
CF10 8NY

Today’s date

Dear Customer

Re: Insuring Equipment Under Hire Agreement No:
0010047044000
Xerox Copier & Accessories
We thank you for choosing to hire equipment from us and we hope
that by informing you of our quality asset protection, which is part of
our standard service, we shall add to the reasons for you to
continue hiring equipment from us over the years. Since most
people who receive this letter do not use their own insurance for
individual items of business equipment, we have negotiated our own
policy with Cornhill Insurance PLC. It is a specialist equipment
insurance policy, specifically designed for leased equipment critical
to your business.

It is required of your hire contract with us to maintain insurance on
the equipment, and if you do not it allows us to insure the
equipment at your expense. Our insurance cover is in effect now in
the event that adequate cover has not been arranged. This means
that if the equipment is destroyed or stolen, a new-for-old
replacement will be available to you throughout the period of the
hire.
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“All risks” cover beyond most equipment policies, with no
excess for most customers.
In addition to theft, fire and other cover which is available with most
policies, our insurance includes all accidental damage losses. When
the equipment is replaced, 100% of the full cost is covered, there is
no minimum and there is no excess for you to pay. There will,
however, be £100 excess per claim for government entities and
local authorities. A copy of our insurance policy brochure is
enclosed which provides details of the cover.

Using your own insurance
You may not wish to take advantage of our specially negotiated
insurance cover. If you wish to use your own insurance or
equipment, simply ask your insurance broker or insurer to telephone
our equipment insurance administrator, Lease & Loan Insurance
Services Limited, on 0800 214420, to verify verbally that your own
policy shows: 

1. a specific endorsement noting our interest
2. cover effective from today
3. “all risks” cover including theft
4. insurer and policy number
5. our contract number as being 0010047044000. 

Please note that we do not require anything in writing.

As long as we receive verification of your own insurance within the
next 30 days, our cover will be cancelled and you will not be
charged for the time our insurance cover has been effective.

We have arranged this added service hoping this will be a further
reason for you continuing to hire equipment through us over the
years.

Yours sincerely

Penny Christopher
Customer Services Manager

P Christopher
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Loading items to be faxed
� Whether you are copying, scanning or faxing a paper item, the 

procedure for loading the item is the same.
� Press “Start” to begin.

Note: Before loading an item, remove anything that may damage the
HP LaserJet 3100 product, such as staples or self–stick notes.

To load an item
� Load the document into the document feeder tray.
� Adjust the guides in the document feeder tray to the size of the 

item you are loading.
� Place up to 30 pages top first, face down, into the document 

feeder tray.
� Wait for the HP LaserJet 3100 product to load the first page.

Caution: Make sure to use a carrier sheet when copying, scanning or
faxing fragile items and photographs. Sent unprotected, fragile items
can be damaged, and photographs will be scratched and can lose
their finish.

To send a fax using the control panel

� Dial the number using the numeric keys.

Copying instructions
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