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vskillbuilders n reading n level 2

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. Learners will find the tasks in Level 2
Reading 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 2. 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 72.

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 groupwork are
included at every level.

How to use this pack

Ask the student to complete the checklist on page xiii 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.

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. 
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Introduction

vi

Worksheets

Teaching point

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

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.

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.
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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 xiii 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
Similes

Groundwork

Use the teaching point to explain what similes
are. 

Worksheet

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

Extension work

Use similes to describe:
n the view out of the window
n their home
n a meal.

Prepare text with at least ten examples of similes
in a word processing programme. Ask students
to use the “find” command in the document to
find the similes like or as. Ask students to copy
and paste examples into a separate document.

Worksheet 2
Clichés

Groundwork

Use the teaching point to explain what clichés are.

Worksheet

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

Group work

Template 1 (T1) provides a list of clichés as a
cloze procedure. Use it to conduct a group
activity.

Extension work

Ask students to read through a local newspaper,
either paper or online, and highlight all the
clichés. In which section do they find the most
over-used phrases?

Worksheet 3
Metaphors

Groundwork

Use the teaching point to explain what
metaphors are. 

Worksheet

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

Extension work

Ask students to read through a local newspaper,
either paper or online, and highlight all the
metaphors. In which section do they find the
most metaphors? 

Find some poems which contain metaphors and
ask students to write one about a cold day using
metaphors in their description.

If you have any artists in your group you could
ask them to work together to design a short
piece of comic strip with amusing illustrations for
some of metaphors taken literally.
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Teaching notes

viii

Worksheet 4
Idioms

Groundwork

Use the teaching point to explain what idioms are.

Worksheet

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

Group work

Template 2 provides a list of idioms as a cloze
procedure. Use it to conduct a group activity.

Extension work

Ask students to read through a local newspaper,
either paper or online, and highlight all the
idioms. In which section do they find the most
idioms? 

Ask students to write a short piece of prose that
contains some idioms.

If you have any artists in your group you could
ask them to work together to design a short
piece of comic strip with amusing illustrations for
some of metaphors taken literally.

Ask students to write and reply to messages to
each other using idioms. Use a dictionary of
idioms as source material. 

Worksheet 5
Rhetorical questions

Groundwork

Use the teaching point to explain what rhetorical
questions are and how and why they are used.
Ask students to provide examples of when they
have used rhetorical questions.

Worksheet

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

Extension work

Ask students to read through paper-based and
digital newspapers, reports, essays and letters
and highlight any rhetorical questions they find.
Can they make any rules or guidelines for the
use of rhetorical questions?

Worksheets 6, 7
Judge the level of formality in text

Groundwork

Before showing students the worksheets, ask
them what clues they use to establish the level of
formality of a text. Then use the teaching points
on Worksheet 6 to show students the
grammatical features that are used and to
explain what these are. If your students are
unsure of any of these points it would be worth
practising them before moving on. Worksheets 8
and 9 in Skillbuilders Writing Level 2 teach the
difference between active and passive verbs. For
work on understanding the voice of a text you
should use the teaching points on Worksheet 6
in this book as a guide; then source a variety of
texts written in all three voices and ask students
to identify the voice used in each one.

Worksheets

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

Extension work

Source a variety of paper-based and digital texts
with varying degrees of formality, ask students to
identify the level of formality and give reasons
for their answers.
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Teaching notes

Worksheets 8, 9, 22, 23, 36, 37
Use punctuation to interpret the
meaning and purpose of text

Groundwork

Ask students to tell you all the punctuation marks
they know, together with their uses. Discuss how
punctuation helps readers interpret the meaning
of text. Provide examples of texts with a variety of
punctuation marks for students to examine.

Worksheets

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

Extension work

Use the examples of texts you provided for the
Groundwork to analyse in detail. Ask students to
draw conclusions about the types of punctuation
marks found in different texts, for example:
reports, letters, newspaper articles, stories. 

Worksheets 10, 11, 24, 25, 38, 39
Understand points of view in an
argument

Groundwork

Ask students what clues they look for when
identifying the points of view in an argument. Use
the outcome of the discussion to form a checklist.

Worksheets

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

Extension work

Source digital and paper-based newspaper and
magazine articles which present arguments and
ask students to read them to identify the sides of
the argument, the main points and any bias.

Group work

Organise a debate. Gather newspaper and
magazine articles on a contentious issue, for
example fox hunting, organic food, other
environmental issues, or on a local bone of
contention. Split students into two groups. Ask one
group to research and argue a case for the issue
and the other team to research and argue a case
against the issue. Students should make a
presentation to the group and could prepare
overhead transparencies, flip charts and handouts

Worksheets 12, 13, 26, 27, 40, 41
Read and understand company
reports. Summarise information.

Groundwork

Use the teaching point to explain what a
company report is and why they are produced.

Worksheets

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

Group work

Templates 4 and 5 provide further opportunities
to read information from charts and graphs. Use
them to conduct these tasks as group activities.

Extension work

Gather a selection of reports that require
students to read them in detail 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 technical language used: are 
there any commonalities between types of 
report?
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Teaching notes

x

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

n discuss the use of illustrations and ask 
students to make recommendations for 
additional illustrations to clarify meaning

n ask students to re-write sections of the texts, 
making the meaning explicit.

Worksheets 14, 15, 28, 29, 42, 43
Compare information and opinions
from different sources

Groundwork

Ask students why information may be written
from different angles. For example, the way one
newspaper might report a story could vary
greatly from the way another reports it. What
are the reasons for this? 

Worksheets

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

Extension work

Gather a selection of newspaper and magazine
articles which cover the same stories. Ask
students to identify the language and other
techniques used to demonstrate opinion or bias. 

Worksheets 16, 17, 30, 31, 44, 45
Read and understand publisher’s
blurbs

Groundwork

Use the teaching point to explain what
publisher’s blurbs are and why they are usually
written in a specific way. Your students should
notice a distinct difference in styles in all of the
blurbs identified.

Worksheets

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

Extension work

Ask students to write either an acrostic blurb (see
example below) using the title of the book or a
book review using the title of the book. For
example, for Flog it (Worksheets 44, 45) 

F – For everyone in sales
L – Lists high-powered phrases and words
O– 2,500 key words in total
G – Great for the expert and novice alike
I – Indexed and cross-referenced
T – Thesaurus that takes your sales letters to a 

new dimension.

Group work

Template 3 is an example of a book review form.
Ask students to review books in pairs using the
headings on the template as a guide.

Worksheets 18, 19, 32, 33, 46, 47
Read and understand technical
vocabulary

Groundwork

Explain that every workplace has its technical
vocabulary – and that it will often vary between
industrial sectors and individual companies. In
order to develop students’ ability to use technical
vocabulary accurately and with confidence, all of
these activities are personnel issues that are
common in all workplaces. The technical
vocabulary comprises those terms that
employees would be expected to use or become
familiar with. Teachers should be conversant
with, and use, this vocabulary when teaching
these worksheets.
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Teaching notes

Worksheets

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

Extension work

Source a variety of paper-based and digital texts
with technical vocabulary for students and use
them to practise:

n using reference sources to find out the 
meanings of the terms

n comprehension / cloze skills
n techniques of skimming, scanning and 

detailed reading.

Worksheets 20, 21, 34, 35, 48, 49
Read and understand the difference
between facts and opinions

Groundwork

Ask your students to define the terms fact and
opinion. Write an agreed definition on the board.

Worksheets

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

Group work

Templates 4 and 5 provide further opportunities
to read information from charts and graphs. Use
them to conduct these tasks as group activities.

Extension work

Gather a selection of paper-based and digital
newspaper and magazine articles that include
facts and opinions. Ask students to distinguish
between fact and opinion. Can they draw any
conclusions on the way that facts and opinions
are presented in a variety of texts? 

These worksheets also offer students the
opportunity to practise reading information from
charts and diagrams. Use the diagrams as
source material for comprehension activities and
discuss the layout / structure of the diagrams.
Are they clear? Could they be better presented in
another format (graph, table, pie chart, etc.)?
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Student checklist

Functional Skillbuilders Reading Level 2 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

Identifing the purpose of texts 6, 7

Improving grammar – identify adjectives, adverbs and 6, 7
abstract nouns

Improving grammar – identify the person of written texts 6, 7

Improving grammar – rhetorical questions 5

Improving vocabulary – clichés 2 T1

Improving vocabulary – idioms 4 T2

Improving vocabulary – metaphors 3

Improving vocabulary – similes 1

Judging the formality of texts 6, 7

Reading and understanding company policies 18, 19, 32, 33, 46, 46

Reading and understanding information in charts, diagrams 20, 21, 34, 35, T4, T5
and tables 

Reading and understanding information in company reports 12, 13, 26, 27, 40, 41

Reading and understanding persuasive texts 8, 9, 16, 17, 22, 23, 30, 31, 36, 37, 44, 45

Reading and understanding points of view in texts 10, 11, 14, 15, 24, 25, 28, 29, 34, 35, 
38, 39, 42, 43

Reading and understanding technical vocabulary 18, 19, 32, 33, 46, 47

Reading and understanding the difference between fact and 14, 15, 20, 21, 28, 29, 34, 35, 42, 43, 
opinion 48, 49 

Reading brochures 8, 9, 22, 23, 36, 37

Reading newspaper / magazine articles 10, 11, 14, 15, 24, 25, 28, 29, 38, 39, 
42, 43

Reading texts and form an opinion 10, 11, 14, 15, 16, 17, 24, 25, 28, 29, 
30, 31, 38, 39, 44, 45

Recognising bias in texts 10, 11, 14, 15, 20, 21, 24, 25, 28, 29, 
34, 35, 38, 39, 42, 43, 48, 49

Recommending the use of charts to convey complex meanings 12, 13, 26, 27, 40, 41 

Summarising texts 20, 21, 34, 35, 46, 47, 48, 49

Understanding the active and passive voice 6, 7

Understand the use of punctuation 8, 9, 22, 23, 36, 37

Using a dictionary and other reference sources 12, 13, 14, 15, 18, 19, 20, 21, 26, 27, 
28, 29, 32, 33, 34, 35, 40, 41, 42, 43, 
46, 47, 48, 49

Using subheading to structure texts 12, 13, 26, 27, 40, 41
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Recognise and understand the use of similes.

1. Making comparisons

A simile is a comparison between two things using like or as, for example:

“The instructions are as clear as mud.” Mud is not at all clear, so this means that the instruc-
tions are difficult to understand. 

When you analyse a simile, you should consider:

n What two things are being compared?

n What do they have in common / why are they unalike? What is the effect?
Similes are often seen in poetry and other fictional writing, but they are also used in factual
texts.

1. Highlight the similes in this newspaper article.

2. Write a poem using similes. 

3. Describe your feelings about someone you love or dislike using similes.

Tavistock Town’s home game
with Okehampton is off
because of a frozen pitch. The
decision follows a half-hour
long pitch inspection at 11 am
today. A club statement said:
“Conditions overnight had left
the pitch frozen. Even though
the sun had been on the pitch

all morning, it was still as hard
as nails when the inspection
started.” 
Town’s assistant boss Dave
Uren admitted that the team
was frustrated: “The lads are
desperate to get points on the
board as soon as possible.
They’re as keen as a knife to
meet Okehampton, but now it’ll
have to wait until Tuesday
night.” 

The Cold Shoulder

Hopes fade

And East Tring High School in
Essex gets £5,000 for sports
equipment and coaching.

Who may be injured playing
football, and qualified
coaches.

Paul Nutall
Sports correspondent
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Recognise and understand the use of clichés.

2. Worn-out words 1

2

A cliché is a phrase or saying that is overused or stereotyped, for example: 

“as cold as ice” – It tells you that something is cold, but the phrase has lost its impact because
you hear and see it so frequently. 

Try to avoid over-used phrases in your own writing.

1. How many clichés do you know? Fill in the gaps to complete these clichés.

1. As brown as a .

2. As cool as a .

3. As heavy as .

4. As light as a .

5. As poor as a .

2. Highlight the clichés in this newspaper article.

6. As stubborn as a .

7. As tough as .

8. As ugly as .

9. As warm as .

10. As white as .

Getting the work – life balance
agenda can be tricky and
employers could help out by
offering flexi-time. Liz Mulgrew
explains: “Many employers
have to be led by the nose to
set up flexi-time. But at the end
of the day it proves to be a real

benefit for workers and
companies alike. And the
benefits for workers don’t just
apply to family commitments,
they can use the time for
leisure pursuits to make sure
that life’s not all work and no
play.”

Time to be flexible

A police spokesman said they
received a call on Sunday
night just after 9 pm. “Officers

had been an incident of
disorder which was over when
they got there,” he said.

L e t t e r s  –  p a g e s  8 ,  9 ,  1 0   We e k e n d  T V  –  p a g e s  8 6 ,  8 7
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Recognise and understand the use of metaphors.

3. Worn-out words 2

A metaphor is similar to a simile, but it is an indirect comparison, and doesn’t use like or as. In
metaphors, objects are compared to one another in a way that is not usually possible. Because
of this, metaphors can be surprising and humourous. 

1. Here are some metaphors. Add four of your own and write a short poem or
paragraph which includes a few metaphors.

2. Find the metaphors in the following sentences. Change them to similes by adding
like or as to the comparison and adding a comparison where necessary.

A new business has set its sights on rapid growth after securing exclusive

rights for the distribution of new software. CAD Solutions has secured the

UK and European distribution rights for the specialist software program

called Codebook. 

“We are expecting sales to soar. In the last month over 100 packages

have been going out of our doors and winging their way to all corners of

the United Kingdom,” said Managing Director Vince Neville.

The future certainly looks bright for CAD Solutions.

Examples of metaphors Your own metaphors

under cover of darkness

her blood ran cold

a cold stab of fear went through me

plough on through the rain
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Recognise and understand the use of idioms.

4. Taking it literally

4

An idiom is a phrase or expression which is commonly used to convey a particular meaning
but which can’t be translated literally. Every language has its own particular idioms.

Here are some examples of English idioms:

n pigs might fly

n keep your head down 

n under the weather.

1. Here are some common idioms. Make a list of any others you can think of.

2. Choose ten of the idioms above and explain their meanings.

Examples Your list

be in someone’s bad books

follow in his footsteps

that rings a bell 

at each other’s throats

a shoulder to cry on

a dead-end job

make my blood boil

living in cloud cuckoo land

fly off the handle

take the rough with the smooth

don’t breathe a word

an uphill struggle

on the same wave-length

get it off your chest

on cloud nine 

get cold feet about something

it was a piece of cake

to be over the hill

the world’s your oyster

to hit the nail on the head
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Recognise and understand the use of rhetorical questions.

5. Don’t you want to?

Rhetorical questions are questions that don’t need an answer. They are used to emphasise a
point. For example:

“Is it fair to let multi-national companies wring profits from poor mothers in the developing
world?”

In other words, a rhetorical question is not a real question since the reader’s (or listener’s)
response is taken for granted. 

Using rhetorical questions is a technique to make the reader or listener consider your points
carefully or to create a dramatic effect. Rhetorical questions are frequently used in persuasive
texts.

1. Find the rhetorical questions in this passage.

Have you tried to park in town lately? It is a nightmare. The few on-street
spaces available are all metered. If you get into town after 10 o’clock you
have to queue to get in a car park. I asked the town centre manager to
comment.

“We do have a problem with parking at the moment. This will only be until
the multi-storey carpark is re-opened in May. We could have tried to keep
parts of the car park open, but it would have doubled the length of the re-
build. 

“I think that shoppers will prefer our solution, don’t you?” Paul Churms
attempted to persuade me.

I explained that I don’t prefer their solution. With a pushchair, small
children and shopping to manage, travelling by bus is almost impossible
– besides which there is only one bus a day to the village where I live. In
effect I am unable to shop in town until May. Does anyone have any
similar experiences? Please write in and let me know.

2. Look through your local newspaper. Make a list of the rhetorical questions you find in:
n features and articles
n advertisements. 
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Use grammatical forms and words to judge the level of formality of texts.

6. The formalities 1

6

More formal texts use specific grammatical features:

They are usually written using passive verbs and in the third, not first or second, person, for
example:

“It can be shown” rather than “I have shown”.

The use of abstract nouns is common in formal texts.

Use of the first person, when the author writes in a personal and direct style:

“I entered the hotel through the double doors.”

Use of the second person, when the writer addresses only one person:

“You enter the hotel through a set of double doors.”

Use of the third person where the writing is impersonal:

“The hotel can be entered through the double doors.”

Read these extracts from a variety of texts, then answer the questions on
Worksheet 7.

From the moment they check in, to the moment they check out, ProClean helps you take care of all
the details that make your guests feel welcome and at home. We help create the kind of ambience
they will want to return to, again and again.

ProClean has everything you need to create a welcoming ambience in your hotel. Sparkling glass,
shining surfaces, immaculate floors and carpets will welcome your guests. In their rooms, they will be
delighted by the fresh, fragrant sheets and towels and immaculate bathroom. 

At dinner, or in the bar, gleaming table and glassware, set on crisp, clean linen will add to their
enjoyment of the meal. 

And of course, wherever food is prepared or served, ProClean is behind the scenes, making sure
everything is totally safe. 

Check out our complete cleaning and hygiene solutions for yourself. We’re sure you’ll immediately
feel at home with them.

Fruit and vegetables lie between wrapped and exposed food as the rind or peel of
many fruit and vegetables act as natural wrapping.
Fruit which needs to be peeled before being eaten, such as oranges and bananas,
and vegetables that need to be peeled then cooked, like potatoes, constitute the
lowest hygiene risk for the retailer.
More care needs to be taken with fruit and vegetables which can be eaten raw
without peeling such as apples, tomatoes, grapes and soft fruit. Ideally these
products should be washed before being eaten but this does not excuse retailers
for taking poor care of them whilst these foods are in their charge.

1. ProClean
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Use grammatical forms and words to judge the level of formality of texts.

7. The formalities 2

3. The future of the automotive industry and its supply chain in Wales

4. The Good Hotel Guide

Introduction

This report was prepared for the Welsh Assembly. The aim of the report is to identify the
importance of the automotive and wider engineering industries to the Welsh economy now
and in the future and how the country can capitalise on opportunities that arise in this sector
in the country and the nearby localities. 

The first section of the report identifies the effects for Wales of the creation of new jobs at
the AutoParts Plastics plant, assuming that all jobs are undertaken by employees who reside
in the country. The second section discusses the positive impact that this scenario would
have on the supply chain, with direct reference to work undertaken by the Regional Supply
Network Wales. 

In its Good Hotel Guide award citation last year,
Devon’s Old Hall Hotel was described as a
“wonderful, unpretentious, friendly hotel in a
glorious setting”, which is nothing but the truth.
The Old Hall lies just inside the southern border
of Dartmoor national park. 
I arrived deeply frazzled after a long drive from
Birmingham. As the owner, Richard, whisked
away my bags and placed a large whisky in front
of me, I could feel the stress simply dissolve. I
did nothing more demanding than take a gentle

stroll in the woods and I indulged in an
intensively relaxing massage at the beauty salon. I
could have taken part in any number of the
vigorous country activities available, but I wanted
tranquillity and that’s what I got. 
A real bonus is the fabulous food on offer,
completely fresh and thoroughly delicious. My
room was comfortable, if not plush.
For a rest from the rat race I heartily recommend
it.

Answer these questions about the texts on Worksheets 6 and 7.

1. Use a dictionary to look up the meanings of any words that you don’t understand.

2. Identify the voice of each passage – active or passive?

3. In what person is each passage written?

4. Order the texts in level of formality, starting with the least formal first.

5. Which text uses the most adjectives and adverbs?

6. Which text uses the most abstract nouns?

7. What do you consider to be the purposes of each text? Use evidence in the texts to justify
your answer.
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Use punctuation to interpret the meaning and purpose of text.

8. Hotel – persuasive punctuation 1

8

Read this extract from the Old Hall Hotel’s brochure. Highlight all of the punctuation
marks. Then answer the questions on Worksheet 9.

Looking for a majestic, secluded location?
Down a tree-lined drive, overlooking the
Dartmoor national park is a perfect setting for
the Old Hall Hotel. Celebrated as one of the
Devon’s finest country house hotels, the Old
Hall Hotel is an oasis of calm, surrounded by
many acres of woodland and natural beauty. 

Sink into deep and luxurious armchairs in the
elegant and relaxing lounges which have
breathtaking views over the lawns to
Dartmoor.

Breathe in the pure Devon air, be exhilarated
by the beautiful surroundings and revitalized
by the sport and spa facilities and treatments
offered by the Old Hall Hotel – you’ll soon feel
wonderfully rejuvenated.

Where better to start your tour of the West
Country than in the peace and tranquil
setting of the Old Hall Hotel? Why not take a
leisurely stroll around our grounds and no
doubt Kipper and Murphy will show you the
way! The oak panelled entrance hall with its
inglenook fireplace in which a log fire burns
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Use punctuation to interpret the meaning and purpose of text.

9. Hotel – persuasive punctuation 2

Answer these questions about the text on Worksheets 8 and 9.

1. The brochure is meant to sell the hotel and its services to potential customers. How
well do you think the punctuation helps to achieve this?

2. What other persuasive devices are used?

most of the year, provides for a warm
welcome.

Why not indulge yourself with a visit to our
warm, intimate dining room? We offer a
relaxed atmosphere with friendly service and
outstanding food. We only use the best of
locally sourced produce. Fish comes from
many of the Cornish and Devon seaports and
our meat comes from an award-winning
butcher in Okehampton. Vegetables, if not
from our own kitchen garden, are locally
grown.

Spa luxury
Our brand new purpose-built health and
leisure spa is located adjacent to the tennis
courts here at the Old Hall Hotel. The new
facility offers:

� 16 metre indoor pool
� sauna
� steam room
� spa pool
� fitness room
� tennis
� exercise studio
� 3 beauty treatment rooms
� relaxation room.

Get fit!
Technogym have been appointed to equip our
gym with the most up-to-date range of
cardiovascular and resistance equipment. Our
philosophy towards fitness will not be solely
focused on the gym however; our training
plans will be combined with classes in Pilates
and Yoga amongst other disciplines.

Why not indulge yourself?
We are currently working with Guinot and
Aromatherapy Associates to compile a range
of beauty treatments concentrating on
pampering, well-being and skin care. A dry
float bed and a unique Hammam massage
table will be the centrepiece of many of the
body treatments. We will also offer a range of
manicure and pedicure treatments as well as
cosmetics and a number of alternative
therapies including Reiki and Reflexology.

Are you ready for total exclusivity? 
Membership numbers will be strictly limited to
ensure that we can provide the level of
personal service that is at the heart of all our
activities at the Old Hall Hotel.
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Read an argument and identify the points of view.

10. Hotel – points of view 1

10

Read this article, which continues on Worksheet 11, about plans to re-develop a hotel
on Dartmoor. Then answer the questions on Worksheet 11.

Government chiefs will have the final
say on whether a crumbling Dartmoor
hotel can be turned into a
development of luxury flats.
Councillors approved exciting plans

to convert the Granite Peak Hotel on the
edge of Tavistock into 20 flats at a
meeting of Tavistock Town Council’s
planning committee. 
But the matter will have to go to the

Secretary of State for a final decision
before any work on the scheme can start. 
Developers A. J. Leaves want to turn

the Grade II listed building into 20
luxury flats with an underground carpark
for 19 cars, a café area, offices, toilets
and storage for the Dartmoor Wildlife
Trust. 
The building – once a highlight of

Dartmoor – is currently boarded up and
has fallen into disrepair. 

Councillors agreed that the
application would improve the building,
which formerly housed the Tor
nightclub, and give the town a nicer look. 
Dartmoor councillor Margaret

Beaumont said: “This scheme is going to
bring in money and is guaranteed to tidy
up the edge of town. 
“I believe we have to be fair and frank

about it and I support the flats
application.” 
Councillor John Ward said: “The hotel

has been a declining asset for many years
and it is getting worse and is now
boarded up. I am in favour of the
proposal because it is well thought-out
and will resolve an ongoing matter.” 
Councillor Helen Stone said there was

no point in dragging out the matter. 
She said: “To prolong uncertainty is

not in the best interest of Dartmoor. The

Planners support 
hotel renovation
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Read an argument and identify the points of view.

11. Hotel – points of view 2

application is very sensitive and the
report is comprehensive and addresses
all issues.” 
The move to approve the scheme

comes despite waves of protest. 
Protesters said the development

would result in a loss of hotel
accommodation in the town, would bring
extra traffic to the area and the building
of a rear extension would affect the
historic integrity and character of the
building. 
The leader of the Development

Opposition Committee, Diana Loman
claimed:
“We totally oppose the proposed re-

development of the Granite Peak Hotel,
Tavistock. The hotel (Grade II) is in a
very significant position on the edge of
the town and the moor. Our local
economy needs all the help it can get –
hotels provide local employment, blocks
of flats do not. 

We believe that Tavistock Town
Council’s backing of the development is
in complete contradiction to their newly
formed “Welcome” initiative, where it
was stated that more hotel space was
needed, not less.
English Heritage wrote to the

Tavistock Town Planning Committee
that it “vigorously objects to the
demolition of this listed building. We
would reiterate that this is the
centrepiece of the Tavistock
Conservation Area and the efforts
previously made to save the hotel make
these damaging proposals especially
pertinent. We have fundamental
objections to a scheme in such a
sensitive position which is clearly at
variance with Central Government
advice.”
Tavistock town planning department

has 21 days to put the application to the
Secretary of State for a final decision.

Answer these questions about the text on Worksheets 10 and 11.

1. Why is Tavistock Town Council supporting the re-development of the hotel?

2. What is the Development Opposition Committee’s argument against the re-development?

3. Do you think that the writer is biased? Give reasons for your answer.

4. Do you think that English Heritage’s opinion is biased? Give reasons for your answer.

5. Which argument do you find most convincing and why?
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Read and understand company reports.

12. Hotel – half yearly return 1

12

Public limited companies (PLCs) have to announce their profits and losses. They do this 
annually and at the half year point. PLCs have shareholders and the company’s profits will
determine the amount of dividend shareholders will receive. 

Read the Chairman’s Statement, which continues on Worksheet 13, from the Old Hall
Hotel Group’s annual return and then answer the questions on Worksheet 13.

Turnover including our share of Shared Ventures has increased
by 29% (£31.6m) to £139.7m for the year and the resultant
operating profits have increased by 23% to £25.8m. Operating
margins have been maintained at 20%. Profits earned on the
sale of one hotel in our wholly owned portfolio and four hotels in
our Shared Venture portfolio contributed an additional £1.8m to
Group results in the year which, when added to operating
profits, generated total reported earnings before interest and tax
of £27.6m, up 31% in the year.

Total interest costs at £11.5m have increased by £4.2m
reflecting the £5.1m increase in our share of Shared Venture
and Associate’s interest payable in the year partially offset by a
£0.9m reduction in net interest payable on group debt.

Group profits before tax at £16.1m have increased by 17% in the
year and, after deducting tax at an effective rate of 25.6% and
minority interests, profits attributable to shareholders have
increased by 21% to £11.5m. Earnings per share, which includes
gains on sale of properties, have increased by 22% to 19.45p.

Your Board recommends a final dividend of 5.00p which, if
approved, will be paid on 25 February to shareholders on the
register on 20 December last year. The total dividend for the
year will therefore be 7.50p, up 12% year on year.

Hotel trading conditions have depended very much on location
with a clear divergence in performance in the year between our
M25 hotels and the remaining portfolio throughout the UK.

We have experienced reasonable trading conditions in our
hotels outside the M25 area. Room yields have increased by 5%
to £45.85 and total revenues per available room (revpar) have
increased by 4% to £89.32. Most areas of the business have
performed well. In particular, our hotels in Scotland
demonstrated good organic growth and our hotels in the Lake
District and Dartmoor recovered well following the poor weather
earlier this financial year.

I am pleased to report that our M25 hotels are now
demonstrating clear signs of recovery following a very difficult
nine months’ trading. Although trading in the final quarter was
encouraging, it was not sufficiently strong to mitigate
disappointing earlier results. As such, M25 room yields declined

by 12% to £59.99 and revpar declined by 11% to £100.82 for the
year in total.

Our total portfolio, including the M25 hotels, achieved modest
growth in both room yields (up 1% to £48.05) and revpar (up 1%
to £91.11) in this financial year. Although overall sales growth
has been difficult to achieve, I am pleased to report that
management acted quickly to minimise the impact on profits by
taking significant costs out of the business to generate stronger
growth in operating profits.

Our management contracts business produced profits before
interest of £3.4m in the year, up £1.9m on the prior period. The
main contributor to this result was our management contract
with our Shared Venture hotel business and this has settled
down well following our acquisition of the 46 hotel portfolio with
Lloyds TSB 2 years ago.

We remain focused on our key strategic objective which is to
build a high quality portfolio of provincial and city centre hotels
in the UK. As part of that strategy we acquired the 49-bedroom
Park Hotel in Edinburgh into the Shared Venture portfolio for
£3.5m in June this year and we plan to spend £2.2m on its
refurbishment and expansion in the year ahead.

We have also begun disposing of assets that do not fit with our
strategic portfolio aspirations. Four hotels in the Shared Venture
portfolio were sold individually during the year for total sale
proceeds of £9.1m, generating a gain to the Group of £1.6m.
The gain on the sale of these assets acquired only 18 months
ago demonstrates the excellent acquisition price negotiated at
the time relative to the inherent underlying value of the assets.
One further hotel was sold in the Owned portfolio for £2.5m.

We are also continuing to invest in our Owned portfolio of hotels
and resorts with a £13m development programme underway at
three of our properties in the North West of England which will
add new bedrooms, leisure clubs and state-of-the-art
conferencing and banqueting facilities.

The integration of the Shared Venture Hotels into our business
has been completed successfully within agreed timescales and
budgets and the re-branding of the Shared Venture Hotels and
Resorts to the “Old Hall” name is progressing well. The Group is
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Read and understand company reports.

13. Hotel – half yearly return 2

considerably stronger now as a result of this process and the
ongoing strengthening of the executive and management teams.

I am delighted to report that Bernard Garside recently re-joined
our Board as a non-executive. Bernard, formerly Chief Executive
of the Hilton Group, was previously a non-executive director of
Old Hall Group Hotels from 2nd December 2005 to 30th March
2010. We look forward to benefiting once again from his
extensive knowledge and experience as the company continues
its ambitious growth strategy.

Robert Milton’s resignation last March as Executive Director with
responsibility for Hotels was reported in my interim report last
May. We recognise and thank Robert for the significant
contribution he made to the integration of the Old Hall Group
Hotels and the former Crown Hotels and wish him every success
for the future. His responsibilities transferred at that time to
Sandy Tate, Deputy Chief Executive.

This has been a challenging year for the business in all
respects. I have been very impressed with the attitude and
commitment demonstrated by all of our employees across the
UK and, particularly, by the manner in which they have
embraced so much change through difficult trading conditions.

We have performed strongly in what has been a very difficult
year for the industry. In parallel we have completed the
integration of our Shared Venture into the business and, in doing
so, have considerably strengthened our management
capabilities and infrastructure.

Whilst the economic outlook has never been more uncertain, I
am confident that the challenges ahead will create tremendous
opportunities for our Group.  Our strategy is clear and consistent
and we are focused on delivering our objectives. Against this
background I look forward to the year ahead.

Mary MacAuliffe
Chairman

Answer these questions about the text on Worksheets 12 and 13.

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

2. The Chairman’s statement is incomplete. These subheadings should have appeared above
each of the paragraphs. Read the subheadings and write the corresponding number next to
the applicable paragraphs. 1. Summary of results

2. Board changes 
3. Overall trading in Owned and Shared Venture Hotels 
4. Our people
5. Outlook and prospects
6. Business structuring 
7. Dividends
8. Acquisitions, disposals and developments

3. Some of the text is difficult to understand. Which of the paragraphs include information
that could usefully be conveyed with a diagram or chart? What sort of diagram or chart
would you recommend using?

4. Does this statement present good news or bad news to the Old Hall Group shareholders?
What particular words and phrases helped you come to your conclusion?
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Read critically, comparing ideas and opinions from different sources.

14. Hotel – conference centre controversy 1

14

The Old Hall Hotel wants to build a new conference centre facility. There has been a
lot of publicity about it. Read this article and the one on Worksheet 15, then answer
the questions on Worksheet 15.

1. From the Dartmoor News

A union today spoke out against alarming and
massive expansion plans for The Old Hall Hotel on
Dartmoor.
Toby Smith, GMB organiser for Devon, said he was

worried about the environmental impact of the scheme
to build an international conference centre on the site. 
He claimed there were serious concerns over the

increase in transport.
Mr Smith represents hundreds of other employees

across the county. He said: “Any expansion will also
impact on the environment both in terms of noise and
emissions. There have been studies in America which
highlight ill-health among the population around
international conference centres.” 
Mr Smith also claimed most of the potential jobs

created would be minimum wage, part-time work and
would not impact the local economy. He said: “If we are
talking about a few jobs cleaning up after delegates, is
it really worthwhile?” 
But Nick Clarke, hotel manager, claimed the plans

were at an early stage and full consultation would be
carried out with local residents. 
He said the Dartmoor Development Association had

stringent safety standards and would have to approve
any development. 
And he said: “I find it amazing that a union involved

in employing people is complaining about jobs being
created. 
“There would be a wide range of jobs from the lower

range of work, like cleaning, right up to the extremely
skilled technical jobs.” 
A spokeswoman for West Devon District Council

seemed to concur with the line that the Old Hall Hotel
was taking: “We understand these concerns but these
plans are at a very early stage and there will be full
consultation with residents and local businesses before
anything goes ahead.”

Union slams Hotel’s
environmentally
dangerous plans

Dartmoor
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Read critically, comparing ideas and opinions from different sources.

15. Hotel – conference centre controversy 2

Answer these questions about the texts on Worksheets 14 and 15.

2. From the Hotel Digest

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

2. Which article is for the development? Give both general and specific examples that led you
to your answer.

3. Which article is against the development? Give both general and specific examples that led
you to your answer.

4. Which angle on the story does the Dartmoor News take?

5. Which angle on the story does the Hotel Digest take?

6. What do you think are the reasons for the differences in the treatment of this story?

where his mouth is. The Hotel Manager said “I believe
that the new conference centre would act as a catalyst in
the economic regeneration of Dartmoor and will bring
much needed life and focus back to the town of
Yelverton.” The real news is that the development will
have no financial support from the Devon Tourist Board.

Jobs
The Old Hall Hotel is part of the Old Hall Hotel Group
of companies. The Old Hall Group is demonstrating its
confidence in Dartmoor and in its ability to build a state-
of-the-art complex. The new conference centre will see
an investment of £2.5 million and create some 40 full-
time equivalent jobs. 
The conference centre will be one of the most

prestigious venues for conferences and exhibitions in the
country. The centre will be able to accommodate over
300 delegates in the main auditorium. There will be a
variety of smaller conference suites that will
accommodate smaller groups.

“The importance of Dartmoor and all it has to offer
tourism in Devon, cannot be over-emphasised,”
commented Sir Ronald Trevithick on the controversy
at the unveiling of the plans for an international
conference centre at the Old Hall Hotel in Yelverton.
The Minister said: “If we want to maximise the

number of visitors to the area, we must provide quality
accommodation and facilities. The potential of a new
conference centre in this beautiful part of the country
makes a very positive step in that direction. 
“We say that the potential of tourism and the benefits

to the economy have been recognised locally, and
considerable investment has gone into tourism
infrastructure in recent years. This led to economic
development and job creation throughout Devon,
bringing benefits to a mainly rural area. But there is much
ground to gain and this exciting development could bring
real jobs and attract high profile visitors to the area.”
Congratulations to Nick Clarke, who put his money

Sir Ronald speaks out on the Old Hall
International Centre
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Read and understand persuasive texts.

16. Hotel – The persuaders 1

16

What is a blurb?

Blurbs appear on the back covers of books. They summarise the contents and try to interest
the reader. Good blurbs:

n are usually short

n use attention-grabbing words and phrases

n tend to use question and exclamation marks

n often use three full stops at the end (called an ellipsis) to get the reader asking questions...
Factual books may not use such obvious attention-grabbing tactics, but their purpose is still to
persuade the casual browser to read the book.

Julie Goodman, the Personnel Manager at the Old Hall Hotel, has been asked to
choose a book to provide basic training in spreadsheets for one of the sales office
staff. Read this blurb and the one on Worksheet 17. Then answer the questions on
Worksheet 17.

1. Basic Excel will help teachers and parents to give children a
headstart in spreadsheets as required by the National Curriculum.

The book is divided into a series of lessons that gradually introduce
the fundamentals of spreadsheets using Microsoft Excel. Technical
vocabulary is introduced gradually. Each chapter is designed to
show pupils how to perform various tasks that they can follow at
their own pace with minimal teacher assistance. It shows how
spreadsheets may be used in a range of different subjects across the
curriculum.

This book is ideal for pupils aged 8–14 and a useful introduction to
new ICT teachers or beginners of all ages. It is suitable for whole-
class, group and individual teaching.

Topics include:
l bar charts
l columns of data
l creating a form
l formulae
l functions
l moving and copying
l pie charts. 
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Read and understand persuasive texts.

17. Hotel – The persuaders 2

2. What is a spreadsheet? Spreadsheets for the beginner is part of a
series of three workbooks using Microsoft Excel. No previous
knowledge is assumed. New concepts are introduced clearly and
logically with step-by-step guidance. The series will provide full
preparation for the spreadsheets module of national IT tests. The
books are also suitable for those who want to develop the skills for
their own use.

Each chapter starts with an overview, then gives teaching points
and ends with a summary and a workshop, which includes a Q&A
session and exercises to reinforce the learning process. Embedded
into the text are useful boxes giving advice, time-saving tips or
tricks, warnings pointing out elements of the application which may
cause problems and “Let’s recap” which clarifies or elaborates on a
topic. 

1. Highlight all of the words and phrases that overtly try to persuade customers to buy each
book.

2. What do the publishers claim are the main benefits of Basic Excel?

3. What do the publishers claim are the main benefits of Spreadsheets for the beginner?

4. Which blurb do you think is the most convincing and why?

5. Which book do you think is most suitable for Julie Goodman and why?

Answer these questions about the texts on Worksheets 16 and 17.
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Read and understand technical vocabulary.

18. Hotel – a way with words 1

18

This is a copy of the Old Hall Hotel Group’s Disciplinary and Grievance Procedure. It
continues on Worksheet 19. Read it and then answer the questions on Worksheet 19.

Disciplinary and grievance procedure
These procedures are not part of your terms and conditions of employment.

Disciplinary procedure
Your immediate superior will try to establish
the facts as soon as possible and will make any
reasonable investigations.

Your immediate superior will then decide if it
is necessary to follow the formal disciplinary
procedure.

If it is not necessary to follow the formal
disciplinary procedure, we will speak to you (if
possible in private), and give you guidance on
how to improve your behaviour.

The type of disciplinary action we take
depends on how serious the offence is.

A verbal warning
If you have committed a minor offence your
immediate superior will give you a verbal
warning. They will tell you that this is part of
the formal disciplinary procedure. The note
about the verbal warning will be removed
from your records after three months if your
behaviour is satisfactory.

A written warning
If you have committed a more serious offence
or repeated a minor offence, you will get a
written warning. The warning will set out the
details of your offence and what is likely to
happen if you commit further offences. We will
keep a copy of the written warning on your

personnel records and will remove it after six
months if your behaviour is satisfactory.

A final written warning
You will receive a final written warning if you
have committed an even more serious offence
or have repeated a less serious offence. The
warning will set out the details of your offence
and what is likely to happen if you commit
further offences.  It will warn you that you
could be dismissed if you commit any further
offences. We will keep a copy of the final
written warning on your personnel records
and will remove it after 12 months if your
behaviour is satisfactory.

Dismissal 
We will normally dismiss you if you commit an
offence after we have given you a final written
warning. You will be entitled to notice or
money in place of notice. We will consider all
other options before dismissing you, including
demoting you and loss of seniority.

We will normally dismiss you for any act of
gross misconduct. In this case you will not be
entitled to any notice or money in place of
notice. We may consider other options before
dismissing you, including demoting you and
loss of seniority.
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Read and understand technical vocabulary.

19. Hotel – a way with words 2

Gross misconduct
Gross misconduct may include:
� putting your life, or the life of an 
employee, in danger;

� serious breaches of health and safety;

� fighting or assaulting another person whilst
at work;

� theft, fraud or deliberately creating false
records;

� serious negligence leading to unacceptable
loss, damage or injury;

� deliberate sabotage of machinery, our
products or our services.

However, this is not an exhaustive list.

Appeals procedure
You can appeal against any disciplinary
decision within two weeks. You must do this by
setting out your case in writing to the
immediate superior of the person who
originally made the decision. We may then
hold a hearing.

Right to be accompanied
You have the right to be accompanied or
represented by a trade union representative or
an employee of your choice at any stage of the
disciplinary or grievance procedure.

Grievance procedures 
If you are not satisfied with any procedure,
decision or other part of your employment,
you should report it as soon as possible to your
immediate superior. They may ask you to do
this in writing.

After considering the relevant issues, your
immediate superior will tell you of their
decision and of any action they will take. They
will do this within a reasonable time.

You will then have 14 days to object to their
decision and appeal to the immediate superior
of the person who originally made the
decision. They in turn will consider the issues
and tell you their decision within a reasonable
time.

If it would be impractical or unfair for you to
report your complaint to the immediate
superior of the person who originally made
the decision, you should report it to the next
person up in the management structure.

Suspension 
If circumstances make it necessary, we may
suspend you on full pay during an
investigation.

Answer these questions about the text on Worksheets 18 and 19.

1. Highlight all of the technical vocabulary and use reference sources to establish the
meanings.

2. What are the differences between the types of warning?

3. What constitutes gross misconduct?

4. If an employee disagrees with any disciplinary action, what can they do about it?

5. How should employees deal with a grievance against his or her immediate superior?
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Read and understand the difference between facts and opinions.

20. Hotel – Tourism campaign – the facts 1

20

Read this report, which continues on Worksheet 21, about an advertising campaign
for the UK tourist industry then answer the questions on Worksheet 21.

“Only in Britain”
A new £40 million public-private tourism partnership has created a powerfully creative campaign
that presents a compelling case for visiting Britain this year. It sounds a call to action through
advertising which successfully drives business to the trade. 
The new campaign aims to achieve: 

l an additional £500m visitor spend for the UK economy
l an early return in travel to Britain
l a sustained recovery for the tourist industry.

It is believed that the massive growth at the end of last year was boosted by the tourism industry’s
“Only in Britain” campaign, which saw heavy advertising and promotion aimed at generating
short breaks from key European markets during the autumn and winter months. A similar
campaign is planned for later this year. 
The British Tourist Authority (BTA) promotes Britain overseas as a tourist destination, generating
additional tourism revenue throughout Britain and throughout the year. Commenting on the very
positive inbound tourism figures for last December, Tom Wright, BTA chief executive, said: 
“This is a further positive result for inbound tourism and further proof that a steady year-on-year
recovery is still underway. While there is still some way to go and the current climate is causing
uncertainty in some markets, BTA’s evolution of its overseas structure and the imminent launch
of a new lead body for tourism, as well as developments in the way Britain will be marketed
overseas all offer great potential for the industry.” 
BTA anticipates that both inbound visits and spending will increase by between 3% and 4% on
last year’s figures. Prior to the Brexit vote, market intelligence from BTA’s overseas offices
suggested that global economic and political developments may affect demand for travel from
some markets. Prospects for tourism from overseas and at home will probably be enhanced by the
imminent launch of a new lead body for tourism in April, which will promote inbound tourism to
Britain as well as the domestic marketing of England. 
There are an estimated 2.1 million jobs in tourism in the UK, some 7% of all people in
employment in Great Britain. There are more jobs in tourism than in construction or transport.
There are 234,361 people employed full-time in the hotel industry, according to the Hospitality
Training Foundation (HtF). This is 14% of the total hospitality industry figure – 1,756,939
people.
There are almost 50,000 hotels in the UK. This figure has remained fairly stable for the past six
years or so.
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Indicator Restaurants Hotels Pubs and bars

Gross profit margin 55.7% 58.4% 58.8%

Operating profit margin 4.9% 12.1% 6.1%

Pre-tax profit margin 3.3% 6.3% 4.1%

Return on capital 5.4% 3.4% 4.7%

Percentage of working capital to sales -2.8% 0.9% -3.1%

Turnover per employee £32,600 £34,100 £36,400

Average wage per employee £9,500 £10,200 £7,900

Percentage of wages to sales 29.3% 30.2% 22.5%

Total debt to equity 1.3 times 1.3 times 1.2 times

Interest cover 3.9 times 2.1 times 2.8 times

Answer these questions about the text on Worksheets 20 and 21.

1. Use a reference source to find out the meanings of any words or phrases you don’t
understand.

2. Use different coloured highlighter pens to mark all the facts and all the opinions in the
article.

3. Use three sentences to summarise the article. 

4. What information is conveyed in the chart?

5. What is the viewpoint of the writer and how is this opinion made clear?

Glossary
Debt to equity is the degree to which a business makes use of borrowed money.

Interest cover is a company’s pre-tax operating income divided by its interest obligations, for a
given period.

Return on capital measures how effectively a business uses the money invested in its operations.
It is calculated by net income after taxes divided by (total assets less excess cash minus non-
interest-bearing liabilities).

Working capital is current assets minus current liabilities.

Hotel and restaurants
In 2010, the turnover of the hotel and restaurant industry was £10.5 billion. This represented a
fall of 4% compared to 2009.

In 2010, average room occupancy for all serviced accommodation throughout the UK was 58%
(unchanged from 2009). Average bedspace occupancy was 42% (down from 43% in 2009).

The table below shows key benchmarks for the hospitality industry in 2006–07.

Note: table shows median (average) figures
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Read this extract from Blackwell’s Supermarket brochure, which continues on
Worksheet 23. Highlight all of the punctuation marks. Then answer the questions on
Worksheet 23. 

Price pledge
Each week we check the price of
hundreds of our everyday items against
those in other supermarkets, to make
sure you’re getting good value for
money. Our Price Pledge is a promise
to continue bringing you the best
products at the very best prices. 

Easier Shopping 
�Packing at checkouts
Just ask and we will pack your
shopping for you. 

�Carry to car service
Our Customer Service assistants will
make your shopping trip as easy as
possible. Please ask for assistance, if
required, when transporting your
goods to the car.

�Parcel pick-up
Pick up your groceries at your
convenience. Please ask our
Customer Service assistants in-store
for more information.

�Wheelchair and wheelchair trolleys
Should you need one, we have a
wheelchair which you can use and
we have trolleys which are designed
specially for customers using
wheelchairs. 

�Baby trolleys
Blackwell’s has a selection of
specialty trolleys available for your
convenience. These include baby
capsule, baby car seat, twin and twin
toddler trolleys.

�Toilets with wheelchair access 
�Service call facility at our petrol
station
If you need help to fill your car, press
the ‘service call’ button and our staff
will fill up your car for you. 

�Freephone taxi service 
�Choice of carrier bags
The free checkout bags have
recycled content. They are made
from half new plastic and half off-cut
and scrap.
Our paper bags give you an extra
choice at the checkout. The bag
costs 20 pence, with a rebate of 10
pence every time you re-use it at
Blackwell’s. You can use the bags
many times. 

�Checkout bag recycling
Blackwell’s introduced checkout bag
recycling bins in 1997. We estimate
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that we have recycled more than 160
tonnes of plastic each year. Support
us and help the environment by
recycling your used products. In the
car park you’ll find bins for: glass,
paper, tins, clothing (textiles) and
shoes.

�Blackwell’s baby club
Expectant and new parents can join
Blackwell’s Baby Club to receive free
health care, baby information,
discounts and special offers with in-
store leaflets and quarterly
magazines.

�Discontinued lines
If we have stopped selling a product
that you would normally buy, just ask
the Store Manager. If the product is
readily available, every attempt will
be made to re-source and stock that
product.

�Party platters
Love to entertain? Always too busy?
Now you can entertain without lifting
a finger. Blackwell’s offers a superb
range of specially selected platters to

suit all occasions. Each platter is
freshly prepared and beautifully
presented. All you have to think
about is having a good time. 

�Dry cleaning service
What could be handier than having a
dry cleaning service conveniently
located in your supermarket? No
more driving around to different
locations. You’ll be sure to find our
dry cleaning is of the highest quality,
at very competitive rates. And there’s
even great deals for multiple items. 

�Gift vouchers
Simply purchase gift vouchers from
the Blackwell’s Service Desk in
denominations from £5 to £50.

�Refunds, returns and exchanges
If you are not entirely happy with the
goods you have purchased, these
can be exchanged. Refunds, returns
and exchanges are available in
accordance with Company policy and
procedures. Please ask the Checkout
Manager for more details.

Answer these questions about the text on Worksheets 22 and 23.

1. The brochure is meant to sell the supermarket and its services to potential
customers. How well do you think the punctuation helps to achieve this?

2. What other persuasive devices are used?

FSB_Reading L2_2011_U_Reading L2  01/09/2016  06:25  Page 23



skillbuilders n reading n level 2

Read an argument and identify the points of view.

24. Supermarket – points of view 1

24

Read this article, which continues on Worksheet 25, about genetically modified foods.
Then answer the questions on Worksheet 25.

Prince Charles has launched a scathing attack on
genetically-modified products. The Prince made his
views clear in an article in the Daily Mail. He posed
ten questions about the safety of GM foods and
attacked the lack of independent scientific research. 

The ten questions were:
1. Do we need GM foods in this country? 
2. Is GM food safe for us to eat? 
3. Why are the rules for approving GM foods so

much less stringent than those for new
medicines? 

4. How much do we really know about the
environmental consequences of GM crops? 

5. Is it sensible to plant test crops without strict
rules in place?

6. How will consumers be able to have real
choice? 

7. If something goes wrong with a GM crop, who

will be held responsible? 
8. Are GM crops really the only way to feed the

world’s growing population? 
9. What effect will GM crops have on the world’s

poorest countries? 
10. What sort of world do we want to live in?

In response, the Environment Minister, Caroline
Spelman, told a news programme that Prince Charles
had raised “wholly legitimate questions which indeed
the Government welcomes and is systematically trying
to answer”. Ms Spelman also insisted that the
government has no intention of “forcing genetically-
modified foods down people’s throats”. 

The Soil Association says that genetic engineering
differs from traditional methods of cross breeding
because genes are transferred between differing
species rather than between the same species. The

Concerns mount
over genetically
modified foods
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concern is that natural equilibrium is being disturbed
and that the consequences cannot be foreseen. 

Research on rats at Aberdeen University Medical
School has found that rats develop brain disorders
after being fed GM potatoes. 

The Soil Association believes that the only people to
benefit from GM foods are multi-national companies.
They claim that there will be less consumer choice
and that there is no evidence that GM foods will prove
cheaper. 

There is also the danger that GM crops can cross-
pollinate with non-GM and organic seeds. 

The biotechnology industry claims that GM foods are
necessary to maintain a thriving countryside and
natural biodiversity must be increased while allowing
farmers to produce our food and remain in business
to prevent a collapse of country life. They say that
adopting GM technology will help achieve this without
having to pay the higher prices required for organic
production.

The industry says that food-scares are simply scare-
mongering. No GM products will be allowed into the
food chain if there is any likelihood of harm to human
health. All products are subjected to stringent
regulations. They believe that there should be greater
consumer confidence in the safety of GM than non-
GM food as non-GM foods are not subject to the
same level of scrutiny. 

Large biotechnology firms such as Monsanto claim
that GM crops:

� produce more
� can live in very difficult conditions
� can be given desirable properties (sweeter fruit 

for example)
� reduce the need to use pesticides.

They therefore make farming both cheaper and
easier.

Answer these questions about the text on Worksheets 24 and 25.

1. Why does Prince Charles oppose the development of GM foods?

2. What are the claims of the biotechnology industry?

3. What are the claims of the Soil Association?

4. Do you think that the Soil Association’s opinion is biased? Give reasons for your answer.

5. Which argument do you find most convincing and why?
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Public limited companies (PLCs) have to announce their profits and losses. They do this 
annually and at the half year point. PLCs have shareholders and the company’s profits will
determine the amount of dividend shareholders will receive. 

Read the Chairman’s Statement from Blackwell’s half yearly return, which continues
on Worksheet 27. Then answer the questions on Worksheet 27.

Chairman’s statement
The directors are pleased to announce the interim figures for the 27 weeks ended 26th August which
once again indicate good steady progress in terms of both sales and profit.

The consistent growth in sales which the company has enjoyed in the past has continued during this
period in spite of very low food price inflation. The 10% rise in total store takings reflects a determined
effort to increase volumes. Fresh foods during this time have in fact contained an element of deflation
and, in spite of lower year-on-year prices, fuel sales have increased by 7.1% as a result of higher
volumes. Overall sales have grown by 9.6%. Particularly pleasing is the 5.7% increase in like-for-like
takings which when considered alongside the comparative 7.7% and 9.4% for the last two years,
equating to a three-year improvement in same store sales of 25%. Excluding petrol, the like-for-like
increase this half year is 6.3% whilst the average takings rose by 7.1% illustrating an increase in
customer transactions of 2.9% and a 4.1% increase in average basket size. After allowance is made
for VAT and non-retail sales, overall turnover was £5.9m showing growth of 9.5% over last year. Our
concentration on food, particularly our “Lancashire Produced” offer, is fast becoming yet another
distinguishing feature being appreciated by shoppers and setting us apart from our competitors. Our
winning combination of low prices and money-saving offers continues to be well received by shoppers
and is driving sales forward.

I am pleased to report that pre-tax profits in the 27 weeks rose to £3.4m compared with £2.8m last year,
an increase of 16%. Staff costs increased by 12.5% and overhead costs by 18.1% and in both cases
exceeded our sales increase. This situation arises from the increasing amount of goods being
processed and distributed through our own facilities and is in no small way attributable to our “buy 1
get 1 free” policy where additional work is generated without the supporting sales income. The
attraction of these offers together with our all-round value for money proposition is greatly appreciated
by our growing number of regular shoppers. The added attraction of our unique “Lancashire Produced”
traded well in a highly competitive environment.

Whilst we did not implement the profit and loss provisions of FRS17 (Retirement Benefits) until 2006,
it should be pointed out that the severe fall in the equities market has left the scheme in deficit by
£1.3m. Automatic membership of the scheme is now closed to new employees but we remain
committed to the existing membership and have made additional contributions along the lines
recommended by the actuary. We are monitoring the situation with regard to charging the cost of share
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options to the profit and loss account but feel we should wait until we are given clear guidance as to
how these are valued and over what period they should be defrayed before dealing with it formally.

Our expansion programme remains under review. We are still looking for suitable sites in Preston,
Bamber Bridge and Blackburn. A site in Lancaster remains under offer and is still subject to planning
permission. Contracts have been exchanged for a site with planning consent at Lytham St Anne’s. 

We have had a very positive start to the second half, with takings 8.9% ahead in the five weeks to 16th
September. Like-for-like sales are 5.0% higher, or 4.9% excluding petrol. Our growth continues apace,
with firm plans for expansion in hand. We will be keeping up the momentum by maintaining our
reputation for unrivalled quality, value for money and exemplary customer service. Hard work to deliver
these qualities consistently will be the order of the day. All in all, I believe we are well placed to
withstand the fiercely competitive conditions that prevail in our sector and move forward with
confidence.

Once again the dividend has been adjusted to reflect the success of the company and the interim
payment will be 0.45p per share. This is an improvement of 25% and will be paid on 11th November to
those shareholders registered on the books of the company on 11th October.

B. K. Blackwell

Answer these questions about the text on Worksheets 26 and 27.

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

2. The Chairman’s statement is incomplete. The following subheadings should have appeared
above each of the paragraphs. Read the subheadings and write the corresponding number
next to the correct paragraphs. 1. Dividends

2. Expansion programme
3. Growth
4. Introduction
5. Pre-tax profits
6. Retirement benefits
7. Second half indications

3. Some of the text is difficult to understand. Which of the paragraphs include information
that could usefully be conveyed with a diagram or chart? What sort of diagram or chart
would you recommend using?

4. Does this statement present good news or bad news to Blackwell’s shareholders? What
particular words and phrases helped you come to your conclusion?
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Blackwell’s Supermarket is trying to pressurise the local council to instigate a plastics
recycling scheme. There has been a lot of publicity about it. Read the article below
and the second one on Worksheet 29. Then answer the questions on Worksheet 29.

1. From the Leyland Tribune

Householders in the South Ribble area have
been let down today by a council decision to
ditch a plastics recycling plan. 
Councillor Mary Bennet maintains “By and large

plastics recycling is environmentally undesirable and
very expensive financially. The material has to be
washed, sorted into up to 30 categories, crushed or
chipped and then transported very long distances.
Ultimately it would go to St Helens near Liverpool for
processing. Because it is so lightweight each lorry
carries only a small weight and so fuel and other
environmental costs of transport are very high. More
energy is used in these processes than can be
recovered, so it just doesn’t make sense.”
Local residents and Blackwell’s Supermarket are

bitterly disappointed:
“We have been sourcing environmentally friendly

options for over three years. Our customers now have
the choice of paper, recycled plastic or permanent
calico bags to carry their shopping. The council has
gone back on its word,” said Tom Owen, Blackwell’s
General Manager.
The council is baulking at paying the financial

costs to recycle the plastic, which it claims costs
around £600 per tonne to collect and process. Their

Opinion – council
ditch plastics plan

tokenist advice is:
a. participate in the recycling schemes that are

available and
b. minimise your production of all waste, including

plastic waste.
Re-use plastic containers and bags. Don’t buy milk

or water or other drinks in plastic containers. Don’t
buy over-packaged fruit / veg / meat / etc. And don’t
take plastic bags from shops and supermarkets. Just
say NO!
Best of all, we hear that this “advice” is going to be

posted through all of our letterboxes in a leaflet. Will
it be printed on recycled paper? I doubt it.
Come on, South Ribble! Get your act together. You

know that your constituents want a plastic recycling
scheme. Saying that you are “keeping the situation
under constant review” is just fobbing us off.
Our town supermarket is doing more than its fair

share to protect our environment. You need to do
more.

by Jo Young
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2. From South Ribble Council’s Environment Report

Answer these questions about the text on Worksheets 28 and 29.

By and large plastics recycling is environmentally
undesirable and very expensive financially. The material has
to be washed, sorted into up to 30 categories, crushed or
chipped and then transported very long distances. Ultimately
it would go to St Helens near Liverpool for processing.
Because it is so lightweight each lorry carries only a small
weight and so fuel and other environmental costs of
transport are very high. More energy is used in these
processes than can be recovered, so it just doesn’t make
sense. 

The financial costs are very important too. It costs around
£600 per tonne to collect and process plastic, for a return of
at most £150, much less for mixed material. The net (costs
less income from sales) cost of offering recycling of glass,
cans, paper and compostable waste is much much lower,
and these materials also make up a much higher proportion
of total waste than plastic (plastic is around 7%, compostable
waste alone around 30%). Because of the high tonnage
collected in these materials, the income from recycling
credits is higher and therefore the net cost to the Council is
much lower. This means that we can offer more schemes, for
example the Black Box scheme which is good for the public
and good for the environment. 

We are very aware of the public demand for plastic recycling
and keep the situation under constant review. We know that
some authorities in the area are offering plastic recycling, but

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

2. Which article is for plastics recycling? Give both general and specific examples that led you
to your answer.

3. Which article is against plastics recycling? Give both general and specific examples that led
you to your answer.

4. Which angle on the story does the Leyland Tribune take?

5. Which angle on the story does the South Ribble Council Environment Report take?

6. What do you think are the reasons for the differences in the treatment of this story?

we believe these schemes are not viable and in some cases
most of the material may end up in landfill. Across Europe
only 2.5% of plastic bottles are recycled, so this is not our
problem alone, but it is presumably why Denmark has
banned drinks being sold in plastic bottles. Our policy is to
do first things first, and these must be glass / cans / paper
and compostable waste, including cardboard. We also need
to do more on vehicle oil and batteries and probably textiles.
Offering plastics recycling would be an expensive
concession to perceived public opinion that would endanger
the really important work that we are doing. 

There is an important message which I would like to send to
the public – at present the best things that you can do are:

a. participate in the recycling schemes that are 
available and

b. minimise your production of all waste, including 
plastic waste.

Re-use plastic containers and bags. Don’t buy milk or water
or other drinks in plastic containers. Don’t buy over
packaged fruit / veg / meat / etc. And don’t take plastic bags
from shops and supermarkets. Just say NO!

Jenny Feehan
Environmental Policies Co-ordinator

The following is the up-to-date position on plastics recycling, agreed by the Borough Council, the County and our
other partners in the joint waste strategy group. We believe in making our environment work for all of you.
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What is a blurb?

Blurbs appear on the back covers of books. They summarise the contents and try to interest
the reader. Good blurbs:

n are usually short

n use attention-grabbing words and phrases

n tend to use question and exclamation marks

n often use three full stops at the end (called an ellipsis) to get the reader asking questions...

Factual books may not use such obvious attention-grabbing tactics, but their purpose is still to
persuade the casual browser to read the book.

Sally Graham, the Personnel Manager at Blackwell’s Supermarket, is considering
setting up a mentoring scheme for new staff. She knows nothing about mentoring and
is going to buy a book about it first. Read the blurbs from these three books below
and continuing on Worksheet 31. Then answer the questions on Worksheet 31.

1. The New Mentoring Handbook

Companies today are increasingly
relying on formal mentoring to tie
in with their continuous learning
and development initiatives. The
New Mentoring Handbook shows
how to prepare to be a mentor,
how to conduct mentoring
sessions and how to maintain the
relationship through the different
stages. 

Before looking at the actual
mentoring process, the authors
deal with the uses of mentoring
within organisations (particularly
in the context of managing change
and mission / value statements)
and explain how mentoring differs
from coaching, training and
appraisals. 

The process of mentoring is
explained with the aid of a three-
stage model. This can be used to
assess yourself as a mentor, as a
map to guide you through the
process, as a review tool and as a
means to develop the mentee’s
ability to use the model
independently. Subsequent
chapters explore the mentor –
mentee relationship and address
key issues and questions.
Although primarily aimed at the
mentor, The New Mentoring
Handbook is also helpful to
mentees.
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2. The Craft of Mentoring

Answer these questions about the texts on Worksheets 30 and 31.

The Craft of Mentoring is designed to demonstrate how to foster a mentoring culture in which people are
respected and rewarded for helping each other to succeed. 

The author clearly illustrates the art of being a friend and role model and adviser and supporter to
someone pursuing specific goals. A very readable, narrative style clearly shows the problems a mentor
faces and how s/he can work through the problems. Invaluable chapters on the theory and practice of
mentoring, include:

What is a mentor?
Why mentoring is a craft
What do mentors do?
Building trust
Developing relationships
How mentors do it
Objectivity and distance 
Role modelling

This book is required reading for anyone interested in this field at all.

A “must have” book, for anyone in HR.

3. Mentoring for the 21st Century

This book covers both the theory and practice of mentoring, ranging
from the world of work to education to community action. It
demonstrates how important it is to relate theoretical models to
specific situations in order to gain real practical benefits. In a highly
readable and accessible style, the authors offer new insights into,
and examples of, such issues as matching staff, and fresh ways of
giving feedback and asking the right questions. 

They not only provide both best-practice approaches and proven
solutions, they also explain that where coaching and mentoring are
concerned, simplicity is often the ideal solution. 

This practical introduction to mentoring will prove invaluable to
anyone wanting to help people to increase and improve their ability
to maximize their potential, learn new skills, improve performance
and become the person they want to be.

1. Highlight all of the words and phrases that overtly try to persuade customers to buy each
book.

2. What do the publishers claim are the main benefits of The New Mentoring Handbook?

3. What do the publishers claim are the main benefits of The Craft of Mentoring?

4. What do the publishers claim are the main benefits of Mentoring for the 21st Century?

5. Which blurb do you think is the most convincing and why?

6. Which book do you think is most suitable for Sally Graham and why?
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This is a copy of Blackwell Supermarket’s Special Leave Policy. It extends on to
Worksheet 33. Read it and then answer the questions on Worksheet 33.

1. MATERNITY LEAVE 

1.1 A woman member of staff is entitled to:

a. Paid leave

The equivalent of 16 weeks maternity leave at full pay
arranged at the staff member’s choice, usually taken
as a period of leave at full pay followed by a period of
half pay. This provision is subject to the following
conditions:

The staff member must undertake in writing to return
to work for at least three months. If she fails to return
to work for this period (on either a full-time or part-
time basis) she will normally be required to repay that
part of the amount paid by Blackwell’s that is not
covered by the Statutory Maternity Pay (SMP)
provisions. 

Whilst paid maternity leave shall not be counted
against entitlements to sick leave, if there is an
incapacity to work due to sickness which occurs in the
11-week period before the expected date of
confinement, the maternity leave will commence
unless the sickness is of a minor nature involving a
short absence from work.

The same provisions shall apply in the case of a stillbirth,
provided that the pregnancy has not terminated in less
than 28 weeks from its start, in which case the normal
sickness leave provisions will apply.

b. Unpaid leave

Unpaid leave up to a total period of paid and unpaid
leave of 52 weeks, without loss of seniority within a
department, sick leave entitlement, and incremental
progression.

1.2 Discretionary additional unpaid leave – a staff member
may apply for additional unpaid leave and such
applications will be treated sympathetically as an
extension of the support it gives to women with
responsibilities for the care of children. (Section 4
refers)

Special Leave Policy

1.3 Special consideration during pregnancy – requests for the
easing of workload during pregnancy shall be treated
sympathetically and arrangements shall be made so
that activities which are considered to be hazardous to
the health of the mother or the child are avoided
during pregnancy. The advice of the Occupational
Health Service shall be obtained, as appropriate, in
dealing with such cases.

2. PATERNITY LEAVE

2.1 Any member of staff who is the birth or adoptive father
of a new child is entitled to up to five days’ paid
paternity leave to be taken by arrangement with their
Head of Department.

2.2 In addition a staff member may apply for
discretionary unpaid leave (Section 4 refers). Unpaid
leave, together with paid leave, up to 52 weeks, will be
without loss of seniority within a department, sick
leave entitlement, and incremental progression. 

3. ADOPTIVE LEAVE

3.1 Any member of staff who adopts a child as the primary
caretaker is entitled to leave at full pay for a period of
up to 12 weeks, to be taken in a combination of periods
of full and half pay at the staff member’s choice. Paid
adoptive leave shall not be counted against
entitlements to sick leave and annual leave. If both
mother and father are employed by Blackwell’s,
adoptive leave may be divided between them up to a
total of 12 weeks.

3.2 This provision shall also apply in the case of a birth
father who is the principal caretaker of a child. 

3.3 In addition a staff member may apply for
discretionary unpaid leave (section 4 refers). Unpaid
leave, together with paid leave, of up to 52 weeks will
be without loss of seniority within a department, sick
leave entitlement, and incremental progression.
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4. CARE FOR DEPENDENT RELATIVES

4.1 Blackwell’s recognises that staff may, in order to care
for dependent relatives (including children), require
unpaid leave, temporary alteration to their normal
working pattern or other appropriate arrangements
and it is its policy to agree to such requests where it is
possible to make satisfactory alternative arrangements
for carrying out the work of Blackwell’s. The options
available include: 

a. Unpaid leave of absence – to a normal maximum of
five years, with automatic re-entry to an equivalent
post in terms of grade, type of work etc. For a period of
absence of up to two years, re-entry will normally be to
their original post. To qualify for this provision staff
should have at least two years’ service.

b. Part time working – temporary transfer from a full-
time to a part-time appointment of an equivalent
nature for a period of up to a normal maximum of 5
years. (Requests from staff wishing to return to work on
a part-time basis immediately following maternity or
adoptive leave will receive special consideration).

c. Temporary re-arrangement of working pattern –
including hours and days of attendance, periodic
short-term absences, working from home, such
arrangements being considered in relation to the
needs of the department / division / unit within which
the individual works.

Answer these questions about the text on Worksheets 32 and 33.

1. Highlight all of the technical vocabulary and use reference sources to establish the
meanings.

2. What different types of special leave are available?

3. Explain the different options available for taking leave to care for dependent relatives.

4. What should an employee do if s/he wants to take compassionate leave and how many
days will they be able to take?

5. What must a staff member do if s/he wants to take paid maternity leave?

Requests under this provision should be made to the
staff member’s Head of Department whose
responsibility it is to consider the practicality of the
arrangements proposed in the context of the needs of
the department and in consultation with the applicant
and other relevant staff members. The request
together with the Head of Department’s
recommendation will then be considered centrally
along with any request for additional temporary staff
to cover a period of leave of absence or temporary
part-time working.

5. COMPASSIONATE & SPECIAL DISCRETIONARY
LEAVE

5.1 Compassionate leave – members of staff who are
required to make the funeral arrangements, etc. of a
close relative (normally husband / wife, parents /
children) may be granted leave with pay to a
maximum of five days by their Head of Department.
Staff needing only to attend the funeral of a relative or
close friend will normally be allowed reasonable time
off with pay, to a maximum of one day, by
arrangement with the appropriate Head of
Department.

5.2 Special discretionary leave – consideration will be given
to requests from members of staff made through their
Head of Department for short periods of paid and / or
unpaid leave in circumstances which are not covered
by the above provisions.
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Read this report about the UK retail industry and then answer the questions on
Worksheet 35.

Although the growth rate of UK food retail sales
appears low, there is real volume growth within
these figures as the UK market has been affected
by negative inflation in the food sector. This
negative inflation has been driven by the so-
called “Wal-Mart effect”, i.e. downward pressure
on prices from Asda / Wal-Mart’s aggressive
“Every Day Low Price” (EDLP) strategy, and also
by concerns over the possible findings of the
UK’s Competition Commission investigation into
the UK grocery retailing market. The
investigation, now concluded, has vindicated the
UK supermarkets of excessive profiteering.
However, following concerns raised regarding
costs passed back to the supplier, there will now
be a legally binding code of practice to govern
relationships between retailers and suppliers.

However, the UK domestic food retail is
dominated by the “big four” supermarkets. These
four retailers control 75 per cent of all grocery
sales in Britain; Tesco alone accounts for 32 per
cent.

Despite the Competition Commission’s findings,
critics of the supermarkets still claim that such
concentration and consolidation make it clear that
there isn’t a fair or free market for suppliers or
consumers. The food economy is not a free
market.

Perhaps unsurprisingly, the supermarkets are
adamant they provide genuine value for money.
Sainsbury spokesman Jason Steinberg said: “Any
international price comparisons are fraught with
danger. Our land costs are higher. UK
supermarkets have the best consumer services,
better than those in EU supermarkets. These
elements are all included in the price.”

Mr Steinberg went on to say that commodities
purchased from suppliers have then to be
processed, packaged and transported.  All this

adds to what shoppers pay at the checkout. 

The UK’s reputation as an expensive place to live
is backed up by comparing the prices of a
number of consumer goods. Cars, CDs, and
perfumes can all be bought more cheaply in the
EU than in the UK, a fact accentuated by the
relative strength of the pound. Groceries is just
one area where consumers are often left
wondering why similar goods are cheaper on the
continent. 

Supermarkets in the UK operate in a dynamic
and increasingly global business environment. By
competing to drive down the relative price of food,
retailers have provided a “consumer surplus” –
freeing up funds for leisure and other expenditure.
Within these constraints, some supermarkets
have invested in support of greener food
production, distribution and retailing. But the
public and farmers are sceptical about
environmental and ethical claims from big
business. Companies are reluctant to publicise
their green and farmer-friendly credentials, fearing
a consumer and investor backlash. 

For UK food retailers the current focus is on
added-value products such as the booming
“takeaway” sector, premium products, on
increasing own-label’s share of the their business
mix, and on supply chain and other operational
improvements to drive costs out of the business.
This includes supply chain consolidation: UK
retailers are increasingly reticent to take on new
suppliers. 

Every major food retailer in the UK now offers
home shopping, home delivery and / or e-tailing.
The food industry’s trade body the IGD has
reported that 13% of the UK shopped online for
groceries in 2009. This is an increase of 63% on
2006 figures. Forecasts show that this is a trend
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that is set to continue growing. With predictions of
£7.2 billion being spent online by 2014. This is
nearly double the figure for 2009.

Food retailing in the UK is a sophisticated market,
dominated by major players. Domestic food
production is advanced and the UK imports from
other EU countries. This is a competitive and
challenging retail environment. 

Answer these questions about the text on Worksheets 34 and 35.

1. Use a reference source to find out the meanings of any words or phrases you don’t
understand.

2. Use different coloured highlighter pens to mark all the facts and all the opinions in the
article.

3. Use three sentences to summarise the article. 

4. What information is conveyed in the chart?

5. What is the viewpoint of the writer and how is this opinion made clear?

Sector performance in August
Food and drink
Sales of alcoholic drinks went very well. Both
frozen foods and fresh foods had a very good
month, and supermarkets in tourist areas,
particularly in the south west, did very well and
led to a record summer for some retailers. 

Convenience stores
The improvement in the weather during August
led to increased sales in many convenience
stores, and European football on TV boosted
beer sales. Snacks, chilled foods, ice-cream
and hand-held ready meals had a very good
month. 

Health and beauty
August was a good month particularly for over-
the-counter medicines and complementary
healthcare. Skin and haircare had a good
month, but hair colouring products had a
disappointing month.

Food Non-food All sales
Aug ‘15 6.8 6.0 6.4
Sept ‘15 7.9 5.5 6.7
Oct ‘15 7.6 8.1 7.9
Nov ‘15 8.6 7.4 8.0
Dec ‘15 6.0 10.5 8.4
Jan ‘16 11.6 7.8 9.6
Feb ‘16 8.3 14.1 11.3
Mar ‘16 8.4 11.9 10.2
Apr ‘16 4.5 3.9 4.2
May ‘16 3.5 5.1 4.4
June ‘16 5.0 8.1 6.6
July ‘16 5.5 4.3 4.9
Aug ‘16 7.0 5.2 6.0
Jun-Aug ‘16 5.8 6.1 6.0

Retail sales annual percentage growth
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AutoParts has a sister company. Read this extract, which continues on Worksheet 37,
from AutoParts Plastics’ new brochure. Highlight all of the punctuation marks. Then
answer the questions on Worksheet 37.

AutoParts Plastics is among the leaders in the
development of plastic components for
automotive underhood applications. Specialising in
lost-core moulding, the company has a product
spectrum that includes wheel covers, blown
components for ventilation systems and petrol
feed pipes and other precision plastic parts. 

Innovation in Cardiff
Recently, five new manufacturing cells with
Decoform injection moulding machines went into
operation at AutoParts Plastics. The machines are
producing in-mould decorated trim sections for
vehicle interiors.

Wide spectrum – new applications – new markets
With intensive expertise in a range of production
technologies, AutoParts Plastics has built up long-
term partnerships with partners in the national and
international automotive industry. The company
operates large systems for lost-core moulding, and
includes 2-C moulding, surface coating and
trimming, decorating and finishing among its areas
of expertise. One innovation was investment in

Setting new
standards

five new manufacturing machines. The new
machinery will be used to produce ready-
decorated inner trim sections of very high quality
in one highly automated process. The Decoform
process, where a substrate is injected on to a
decor insert in the mould, offers considerable
potential for cost savings and higher output.

Decoform and industrial automation
AutoParts Plastics opted for a highly automated
solution, with one articulated arm robot removing
the trim sections from the mould and another
robot taking them over for postmould processing.
This includes laser cutting followed by edging. The
modified MC4 control system guarantees the
precision control of cavity pressure and
temperature essential for high quality
Decoforming. The pick-and-place robots have also
been customised to handle the often complex
geometries of the trim sections. The result is
precise, gentle parts removal.

Today’s mould technology allows designers great
freedom to create inner trim sections, for example
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with difficult undercuts. Decoform machines
support this trend. “In addition, the 6500 kN
machine keeps all our options open, because we’ll
also be able to run the next generation of large-
cavity moulds,” remarks Site Manager John
Rimmer, who sees the Decoform technology
catching on in a big way.

Playing to strengths
To maintain its competitive advantage, AutoParts
Plastics has a policy of ongoing investment in
strong, new technologies. Working at the forefront
of innovation, the company is a forward-looking
partner for the automotive industry. This
philosophy is reflected in annual capital
expenditures that regularly totals 10–12% of sales.
AutoParts Plastics maintains a mouldmaking shop
with a staff of over 40. These impressive resources
result in short turnaround times, enabling
AutoParts Plastics to ship products fast and flexibly
to meet customer requirements.

With high-performance quality assurance,
AutoParts Plastics has all the required certifications
and qualifications. The company has several times
been cited by customers as “Supplier of the year”.
Investment in production automation is paying off
in terms of cost savings and the capacity to meet

tight delivery schedules. “If it moves, automate it –
that’s our policy,” says John Rimmer. AutoParts
Plastics designs and configures its own factory
automation systems, thus retaining control of the
technology and building in-house expertise. This
approach has also proved the fastest route to
successful series production.

Rules for success
AutoParts Plastics is maintaining a culture of
success built on some basic rules:

� adopt new technology early and adapt it to
large-scale production 

� reinforce partnerships by continuous investment
in new technology 

� gain a cost advantage through automation 
� maintain development competence in

engineering and mould making 
� absolute reliability on quality assurance and on-

time shipment.

The well-considered investment in Decoform
technology is a good example of these rules in
action. AutoParts Plastics continues to strengthen
its position as a driving force for innovation and a
strong player in the automotive sector.

Answer these questions about the text on Worksheets 36 and 37.

1. The brochure is meant to sell AutoParts Plastics’ services. How well do you think
the punctuation helps to achieve this?

2. What other persuasive devices are used?
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Read this article about working the night shift, which continues on Worksheet 39.
Then answer the questions on Worksheet 39.

Dennis Morgan isn’t the only one feeling tired. On
average one in ten people has a sleep problem. The NHS
spends £20m on sleeping pills each year. 

Dr Helen Whitworth, a General Practitioner with an
interest in sleep problems has set up a team investigating
how best to treat insomnia in shiftworkers.

“While insomnia is a major problem, it can be
successfully treated in a variety of ways. However, since
the introduction of benzodiazapines in the sixties,
sleeping tablets have tended to dominate,” said Dr
Whitworth.

Sleeping pills are relatively cheap, but when the
consequences of long-term usage are considered, the
figures get substantially larger. It is well documented, for
example, that people who take sleeping pills are more
likely to be involved in road traffic accidents and, among
older users, there is a higher incidence of falls and hip

fracture. The Health Service also pays for tranquilliser
support groups for people trying to come off sleeping
pills, and the additional GP time for those supporting
patients during withdrawal.

Dr Whitworth tells us that literature from the US and the
UK is suggesting that “talking therapies” have a major
role to play in the management of insomnia, and part of
the new study will be the use of specially trained
counsellors to deliver treatment within general practice
surgeries throughout Cardiff.

“In dealing with sleep disorders, GPs often lack access to
practical alternatives to sleeping tablets. Our aim is to
explore the best way of offering a range of effective
treatments for insomnia in primary care settings.

“We are aware, however, that sleeping tablets have
dominated treatment in this area for over thirty years. It
is extremely important, therefore, that we assess not only

“I work shifts and find that when on nights I don’t sleep very well during the day. I wake after about 2 hours and
get up for a drink of whisky to help me relax. Sometimes this helps.”

“I work 12 hours on and 12 off, which means I go back to work still very tired. I have to do three nights on, and by
the last shift I am dead on my feet. I just feel permanently washed out. What I really need is some sleeping pills.”

Tired of
work

FSB_Reading L2_2011_U_Reading L2  01/09/2016  06:25  Page 38



39skillbuilders n reading n level 2

Read an argument and identify the points of view.

39. Factory – points of view 2

the cost and effectiveness of treatments, but also their
acceptability to both the patients and the GPs,” said Dr
Whitworth.

But what about those exhausted night workers? “I can’t
wait for the outcome of a two-year study,” explained Joan
Pinnington. “At the end of my set of nights I get two days
off and I’m like a zombie. I need to sort out my sleep
problems now. I don’t think talking about it will do me
any good at all.”

Dr Whitworth suggests that employers should also play a
part in minimising the effect of shiftwork on their
employees’ sleep patterns. “When constructing shift
patterns, employers must aim to minimise the effects of
shift patterns on employees.” The doctor went on to
make a list of recommendations:

� minimise permanent nights 

� limit the number of night shifts in succession to no
more than two

� the morning shift should not begin too early 

� shift change times should allow individuals some
flexibility 

� the length of the shift should depend on the physical
and mental load of the task

� the night shift should be shorter than the morning and
afternoon shifts 

� short intervals between two shifts should be avoided 

� continuous shift systems should include some free
weekends, with at least two successive full days off 

� shift rotas should be regular 

� rotas should be fixed well in advance and changes to
rotas should be avoided.

However, it should be remembered that people are very
different and their sleeping patterns are different too. “It
is pure fantasy that we all need eight hours’ sleep at night
to function well,” says Dr Whitworth. “Some of us need
less, some need more, again depending largely on our
age. Society fits us into a pattern of when to sleep and
when to be awake, and it doesn’t suit everyone.”

Dr Whitworth believes that a person can recognise a
sleeping problem by their performance the next day. If
somebody is not performing well, such as having low
concentration and feeling tired, then they probably did
not get enough sleep the night before. But if a person is
perfectly sharp during the day, it is likely that they are
getting enough sleep, even if it is only five hours a night.

This all leads to a fundamental need to assess people’s
requirements and expectations before any treatment
commences.

Answer these questions about the text on Worksheets 38 and 39.

1. Why does Dr Whitworth believe that a full assessment of sleep problems is necessary
before treatment?

2. What are the claims of the workers?

3. What does Dr Whitworth claim?

4. Do you think that the doctor’s opinion is biased? Give reasons for your answer.

5. Which argument do you find most convincing and why?
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Public limited companies (PLCs) have to announce their profits and losses. They do this 
annually and at the half year point. PLCs have shareholders and the company’s profits will
determine the amount of dividend shareholders will receive. 

Read the Chairman’s Statement from AutoParts half yearly return, which continues on
Worksheet 41. Then answer the questions on Worksheet 41.

autoparts
Chairman’s statement

The past six months has been an important period in the development of AutoParts. Substantially the Group’s activities are
focused in the automotive industry where the Group has established a strong market presence and is therefore well positioned
to exploit opportunities for growth. Following successful contract wins, the Group has invested significantly in engineering
resources and capital equipment and facilities, to prepare for an unprecedented number of forthcoming production launches.

Despite the prevailing economic conditions, it is pleasing to be able to report that the Group’s automotive manufacturing
operations achieved a similar performance to the first half of last year. This reflects the strong operational focus being brought to
bear throughout the network of manufacturing plants across the Group. The engineering consulting activities have now been re-
structured and are expected to move into profitability for the second half of the year.

Group sales for the six month period were £239 million (last year: £251.1million) and profit before taxation was £15.6 million
(last year: £8.8million). On a like-for-like basis, sales from continuing operations were £204.6 million (last year: £190.2 million)
and operating profit before goodwill amortisation and exceptional items was £7.7 million (last year: £9.2million).

Group profit after taxation was £13.6million (last year: £6 million) and earnings per share were 25.2p (last year: 10.8p).
Underlying earnings per share, which exclude discontinued activities, goodwill amortisation and exceptional items, amounted to
5.7p compared with 7.3p for the first half last year.

Net interest charges were £2.6 million (last year: £3.2million) reflecting the lower level of net debt as a result of the proceeds
arising from the sale of the storage business. Net debt stood at £56.4 million at 30th September, compared with £91.6 million at
the year end.

Reflecting your board’s confidence in the medium-term prospects for the Group, in respect of the current year and in the
absence of unforeseen circumstances, the board intends to recommend that a total dividend of 9p for the year should be paid.
An interim dividend of 4p will be paid on 18th February, to shareholders on the register as at 17th January.

Sales generated by our automotive manufacturing operations were £159 million for the period, a 2% increase over the first half
of last year. This followed European industry production volumes which showed an equivalent increase. In addition, sales of
tooling and prototypes were £34.8 million compared with £19.9 million in the equivalent period last year. The increased level of
such sales is a reflection of the high number of new model introductions being launched in the current year and the second half is
likely to show a further significant increase in the level of tooling and prototype sales as further new production programmes
come on stream.

Operating profits within the automotive manufacturing business were £10 million, consistent with the comparative period last
year. Progress was made in the UK due to a major programme start-up, balanced by reduction in business from Italy as a
consequence of the reduction in volumes experienced from Fiat.
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The engineering consulting business suffered a significant setback in the first half with the cancellation of a major vehicle
programme by a customer in the UK. We recognised that this, combined with continuing weakness in general market conditions,
would result in a significant trading loss being recorded in the first half, so we undertook rapid action to instigate a fundamental
re-structuring of the business. This management action has given rise to exceptional costs of £1.4million, mostly made up of
redundancy costs. The resultant business model within engineering consulting is of an efficient, lean unit with the core skills to
support customer programmes and the Group’s wider engineering needs. The trading loss in the first half was £2.3million and,
following the re-structuring and at current levels of activity, we expect the business to move into profitability for the second half
of this year.

The combination of our core product and engineering knowledge, together with our manufacturing capability is of increasing
interest to our customers. In recent months we have been invited to present our technical capability to a number of our
customers’ engineering teams and we believe this will lead to increased opportunities to provide an integrated solution to their
needs.

Our ongoing manufacturing operations continue to perform well. The current financial year is, as expected, characterised by a
very large number of new product introductions associated with model launches by our customers. Some of these model
launches have been delayed in the short term and these will be reflected in the second half of this year and the first part of the
next financial year.

Whilst there is uncertainty about the general economic outlook, our forward order book remains strong and supports our
expectation of sustained growth in the years ahead.

David Watson
02 November
AutoParts Group

Answer these questions about the text on Worksheets 40 and 41.

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

2. The Chairman’s statement is incomplete. These subheadings should have appeared above
each of the paragraphs. Read the subheadings and write the corresponding number next to
the correct paragraphs. 1. Results and dividends

2. Outlook
3. Summary
4. Operational review

3. Some of the text is difficult to understand. Which of the paragraphs include information
that could usefully be conveyed with a diagram or chart? What sort of diagram or chart
would you recommend using?

4. Does this statement present good news or bad news to AutoParts shareholders? What
particular words and phrases helped you come to your conclusion?
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AutoParts Plastics is doubling the size of its factory. There has been a lot of publicity
about it. Read this article and the one on Worksheet 43. Then answer the questions
on Worksheet 43.

1. From the Auto Industry News

AutoParts Plastics, the sister company to AutoParts,
a Welsh-owned manufacturer and supplier of motor
components, has announced it is to invest £8 million
to double the size and capacity of its Cardiff factory,
creating 250 new jobs in the next three to four years. 
AutoParts was founded in 1965 and has grown to
become the market leader in its field. It currently
employs 250 people in Cardiff.
Making the announcement, Mr Joe O’Connor,

Managing Director of AutoParts, AutoParts Plastics’
parent company, said: “The expansion of this facility is
a cornerstone in an ambitious investment programme,
designed to position the AutoParts Group as one of the
leading components suppliers to the automotive sector
for the next decade. Our investment underlines the
importance AutoParts attaches to its operation in
Cardiff.” 
Mr Todd Levine, Managing Director of AutoParts

Plastics said:  “The UK operation provides a short lead
time service to the automotive industry. We are able to
deliver custom-size parts and tooling in an average of
four days with 20% of orders leaving the factory on the
day they are ordered. This is achieved by combining
efficient mass production of a technically complex
commodity product range with the cutting of a wide
range of bespoke cut panels in small and medium

AutoParts announce 250
job expansion in Cardiff

quantities on a just-in-time basis.” 
Welcoming the announcement, Welsh Industry

Minister, Mr Kenneth Prytherch MP said: “This is great
news for Cardiff and for Wales. I am delighted that
AutoParts is to create more than 250 new jobs in Cardiff
– more than doubling its present workforce. 
“This project represents a significant investment in

Wales by a Welsh company. It is a tremendous vote of
confidence in the future of AutoParts’ plant as well as
being a major jobs boost for the area. There is no doubt
that Wales’ reputation is snowballing even further as a
world-class centre of excellence in component
manufacture. As one of the world’s leading
manufacturers of materials used throughout the
automotive industry, AutoParts’ expanded plant will be
ideally placed to reap the considerable benefits which a
Welsh base can provide,” he said. 
Ceri Davies, chairman of the Welsh Economic

Development Team, said: “This major expansion by
AutoParts Plastics is a tremendous boost for Cardiff and
reinforces the city’s ability to provide a quality business
environment and a top-class workforce. Accelerate
Wales will continue to work with our partners to ensure
that the city’s economic momentum continues and that
Cardiff remains a magnet for investment.”
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2. From the Cardiff Post

Answer these questions about the texts on Worksheets 42 and 43.

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

2. Which article is for the expansion? Give both general and specific examples that led you to
your answer.

3. Which article is against the expansion? Give both general and specific examples that led
you to your answer.

4. Which angle on the story does the Auto Industry News take?

5. Which angle on the story does the Cardiff Post take?

6. What do you think are the reasons for the differences in the treatment of this story?

AutoParts Plastics says burning
recycled liquid fuel will reduce
emissions at its site on the Churchdown
Business Park. 
Clean air campaigners, The Air That We

Breathe Group, has called a public meeting in
protest. 
A spokesman for AutoParts Plastics said it

had consulted widely. “Other factories using
liquid fuel have not experienced any adverse
health effects,” he added. 
“We would not be allowed to use liquid fuel

if it had a detrimental effect on the
environment. We expect to see a further
reduction in emissions.” 
The proposals for the new factory

extension are said to be bringing 250 jobs to
Cardiff. But is the environmental cost too

Environmental campaigners claim there will be an
increased risk to health if a plastics factory gets its
way over burning recycled fuel.

high? We’ve heard promises from big business
before. So they’re investing millions in the
Welsh economy. They’re not doing it for fun.
Companies invest money because they think
they are going to get a good return on it. It’s
business, not charity.
The Air That We Breathe Group is justified

in asking potentially awkward questions.
While our Industry Minister, Kenneth

Prytherch MP claims that it is “great news for
Cardiff and for Wales”, the Post wants to
know what he thinks about these potentially
dangerous emissions. We want to know if he’d
be quite so delighted to live next door to the
Churchdown Business Park, which already
suffers from traffic fume pollution.
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What is a blurb?

Blurbs appear on the back covers of books. They summarise the contents and try to interest
the reader. Good blurbs:

n are usually short

n use attention-grabbing words and phrases

n tend to use question and exclamation marks

n often use three full stops at the end (called an ellipsis) to get the reader asking questions...

Factual books may not use such obvious attention-grabbing tactics, but their purpose is still to
persuade the casual browser to read the book.

Justin Nason, the Sales Manager at AutoParts wants to revamp the company’s sales
letters. He is going to start by doing some book research. He is very experienced in
face-to-face sales but has limited experience in writing letters. Read the blurb below
and those on Worksheet 45 from the three books that Justin has bought. Then answer
the questions on Worksheet 45.

1. The Ultimate Sales Letter

A powerful sales letter is the definitive marketing tool for all types of business owners, sales reps and
advertising executives.
Peter Kelly has been writing successful sales letters for over twenty years for some of the fastest-growing
businesses in the country. His simple, straightforward system has worked for mail-order firms, retail stores,
service businesses, cosmetic companies, sporting goods manufacturers and gift merchandising firms – and it can
work for you too.
Peter Kelly’s The Ultimate Sales Letter will show you how to boost your sales and profits with powerful sales
letters based on his unusual and innovative, yet tested and proven techniques.
It promises: � Peter Kelly’s proven step-by-step guide to a top-notch sales letter

� the twelve best headline formulas
� tips for improving readability
� how to use the “P.S.” to your advantage
and much more!

Peter Kelly has been writing sales letters for over twenty years for both large and small businesses. He also
develops television “infomercials” and speaks regularly to a wide variety of business groups on marketing
issues.

“The best and simplest book ever written on closing the sale in advance.”
Greg Lynch, President, Lynch Advertising
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2. How to Write Sales Letters that Work

“The examples of good and bad letters alone are worth the price of the book.”
Anna Rea, Chairman, Interact Direct

3. Flog it!

Why do some sales letters get stunning results? Why are others instantly consigned to the bin?
If you want to know how to create truly successful sales letters, look no further. Sarah Morris, the internationally
renowned expert on direct mail, reveals here the secrets of her trade.
Celebrated throughout the world, this bestselling book is packed with examples of real sales letters and shows
you exactly what to do and what to avoid. In How to Write Sales Letters that Work you will find out how to:

� understand the secrets of persuasion
� plan letters that are bound to get more replies
� create offers that make the readers want to respond
� time your mailings for maximum effect
� lay out letters for maximum impact.

For successful sales letters time after time, make full use of the tricks, tips and techniques from one of the
world’s experts on direct mail, and watch your response rates soar!
The author
Sarah Morris has 30 years’ experience as copywriter and creative director. Today she runs her own agency, The
Sarah Morris Partnership, and works for Jaguar, Barclaycard and others. 

“A thesaurus that works as hard as you do ... you’ll wonder how you ever managed without it.”
Advertising World

Flog it!
Listing more than 2,500 high-powered words, phrases, and slogans, Flog it! is the ultimate reference for anyone
who needs instant access to the key words that make the difference in selling. Arranged by category for handy
reference, there are 120 ways to say “exciting” alone; 57 variations on “reliable”!
Whether you are selling ideas or widgets, Flog it! guarantees the expert sales professional an expanded,
rejuvenated repertoire and the novice a feeling of confidence.
Features: � a special section on selling yourself

� a thorough index
� advice on targeting words to your specific market
� cross-referencing of word categories to stimulate creative thinking
� tips on word usage

Flog it! is an indispensable guide to helping you find great words fast.

Answer these questions about the texts on Worksheets 44 and 45.

1. Highlight all of the words and phrases that overtly try to persuade customers to buy each book.

2. What do the publishers claim are the main benefits of The Ultimate Sales Letter?

3. What do the publishers claim are the main benefits of How to Write Sales Letters that Work?

4. What do the publishers claim are the main benefits of Flog it!?

5. Which blurb do you think is the most convincing and why?

6. Which book do you think is most suitable for Justin Nason and why?
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This is a copy of the AutoParts Flexible Working Hours’ Policy. It extends on to
Worksheet 47. Read it then answer the questions on Worksheet 47.

Introduction
The details of a flexible working hours scheme for staff are
set out below.  The scheme has been approved by the
Board and was drawn up in consultation with the
company’s recognised trade unions. The objective of the
scheme is to provide flexibility to members of staff to assist
their individual circumstances. The scheme is being adopted
as standard practice in the company, but may be
implemented in a flexible manner to suit the operations of
individual departments or sections. It is available, where the
exigencies of the service permit, to all groups of staff. Staff
on set shift patterns, some part-time staff and many manual
grade staff may be unable to benefit from a flexible working
hours arrangement. Any scheme adopted in a Department
or Section is optional as far as individual members of staff
are concerned.

The introduction of a flexible working hours scheme does
not alter the existing definition of a working week in terms
of hours required to be worked by any member of staff
and it does not affect overtime working. Overtime working
has to be authorised in advance whereas flexible working
within the scheme does not, although an accurate record of
hours worked must be kept, and advance planning may be
required to ensure that service provision is not adversely
affected.

The intention of the scheme is to enable staff to combine
their work and personal commitments and to manage
workflow within their department more effectively. Flexi-
time is worked in four-week blocks (the accounting
period). Flexibility is allowed around core times (when all
staff must be present) and recorded on a time sheet,
debiting and crediting hours daily. At the end of each
accounting period a maximum number of hours may be
carried forward to the next accounting period and taken as
flexi-leave.

autoparts
Flexible Working Hours’ Policy

The scheme
i. Starting-finishing times: working hours may begin no

earlier than 08.00 and end no later than 18.00.

ii. Starting times: must be to the nearest five minutes
after arrival and must not be recorded retrospectively.
For example, anyone starting at 08.02 or 09.51 would
record a start time of 08.05 or 09.55 respectively.

iii. Finishing times: must be recorded to the nearest five
minutes before departure and must not be recorded
prospectively. For example, anyone finishing at 17.14
or 17.51 would record a finishing time of 17.10 or
17.50 respectively.

iv. Core time: is 10.00 to 12.00 and 14.00 to 15.30 on
Monday to Friday.

v. Lunch break: must be taken between 12.00 and 14.00.
All staff must take a minimum of 1/2 hour; the
maximum break is two hours.

vi. Standard time: the normal contracted hours. Full-time
staff work 35 hours and 25 minutes per week or 141
hours 40 minutes over the four-week accounting
period.

vii. Debit hours: the number of hours worked less than
standard time.

viii. Credit hours: the number of hours worked in excess
of standard time.

ix. Carry forward: at the end of the four-week period any
credits or debits may be carried over to the next
period. A maximum of seven debit hours may be
carried over but must be made up within the first ten
days of the next accounting period. Any credits over
seven hours should be cancelled.

x. Flexi-leave: is obtained by accumulating credit time and
can be taken (with the Head of Department’s
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permission) in one whole or two half days in each
accounting period. Part-time staff may take flexi-leave
on a pro rata basis, but must take it in whole blocks
(e.g. 31/2 hours for 49% of full-time; 4 hours for 60%;
51/2 hours for 80%).

xi. Time recording: all staff must record starting and
finishing times for both morning and afternoon periods.
No member of staff may enter times for anyone other
than him/herself. At the end of each week, the
department supervisor must verify timesheets before
going forward to the next week.

xii. Qualifying days: only hours accrued on Monday to
Friday, excluding Bank Holidays and the Christmas
closure may be counted as flexi-time. Weekend
working and hours worked outside flexi-time are
counted as overtime.

xiii. Advance planning: Heads of Departments need to
ensure that there is adequate staffing of offices daily
from 09.00 to 17.05. Staff should, therefore, co-
operate in planning their flexi-leave and flexi-time in
advance. Heads of Departments will decide how much
advance notice is required from staff in their
department. Such planning need not preclude
adjustments on either side if emergencies or
unforeseen circumstances arise.

Conditions
i. Heads of Departments, in consultation with their

qualifying staff, will decide whether or not the scheme
can be used in their own Department. The expectation
is that flexi-time will be allowed unless there are good
operational reasons why it should not be. It is possible
for a department with only one qualifying member of
staff to participate in the flexi-time scheme.

ii. The Head of Department may impose constraints in

Answer these questions about the text on Worksheets 46 and 47.

order to maintain adequate coverage during the
normal working day and during busy periods. 

iii. Flexi-time should be used to balance personal
commitments and workload. It is not the intention of
the scheme to enable staff to accumulate time off. 

iv. Groups of staff must co-operate to ensure that
adequate staffing is maintained during the normal
working day.

v. Participation in the scheme is a privilege, not a
contractual right; the Head of Department can
withdraw membership of the scheme at any time if the
system is abused in any way.

vi. In order to ensure fairness and consistency for all
qualifying staff, departments must either opt in or out
of this scheme and should not operate their own,
informal schemes.

vii. Falsifying time sheets constitutes gross misconduct for
which the penalty is dismissal without notice.

Notes
i. Overtime working is entirely separate from flexi-time.

If it is necessary for a member of staff to work hours
over those allowed for in flexi-time or, exceptionally,
at weekends, this must be agreed in advance with
Personnel. Overtime is normally compensated by time
off in lieu at the appropriate overtime rate.

ii. Doctor / dentist / hospital appointments: All staff,
whether or not they are participating in the flexi-time
scheme, should arrange these appointments in their
own time whenever possible. If the timing of an
appointment is outside an individual’s control (i.e. a
hospital appointment) this may be taken in AutoParts’
time. Any subsequent appointments should be taken
either as flexi-time, annual leave or sick leave.

1. Highlight all of the technical vocabulary and use reference sources to establish the meanings.

2. What are the stated intentions of the scheme?

3. What conditions apply to the scheme?

4. What will constitute gross misconduct and what is the penalty?

5. Give a brief overview of how the scheme works.

FSB_Reading L2_2011_U_Reading L2  01/09/2016  06:25  Page 47



skillbuilders n reading n level 2

Read and understand the difference between facts and opinions.

48. Motor industry – the facts 1

48

Read this report about UK car production, which continues on to Worksheet 49. Then
answer the questions on Worksheet 49.

180,000 jobs and contributes some £10.2 billion
value-added to the UK economy (6.4% of the total
for the whole UK manufacturing sector). The
companies based in the UK operate in Europe’s
third biggest automotive market with UK
customers accounting for the purchase of more
than 2.1 million new cars – equivalent to 14% of
European vehicle registrations. 

The UK offers a highly sophisticated retail and
service/maintenance sector, which last year
generated some £24 billion value added to the UK
economy. It comprises some 67,000 businesses
employing 552,000 people. 

More than 60% of cars and commercial vehicles
produced in the UK are exported. The UK
accounts for some 2.4% of worldwide vehicle
output and 8.7% of European assembly, ranking it
fourth in Europe and twelfth globally. 

There are around 2,600 component manufacturers
in the UK, ranging from the global players to
small and medium-sized businesses. Together they
contribute £4.7 billion added value and employ
around 106,000 people. The components sector

Britain’s automotive industry

The sector has two distinct parts: the manufacture
of vehicles and components; and the motor trade
(including retail, distribution and aftermarket
services). In the case of manufacturing, Britain
leads Europe as the most diverse and productive
vehicle manufacturing location and as a global
centre of excellence for engine development and
production. 

More than 40 companies manufacture vehicles in
the UK – ranging from global volume car
makers, van, truck and bus builders, to specialist
niche players. The industry is supported by a
dynamic supply chain including many of the
world’s major component manufacturers,
technology providers, design and engineering
consultancies; and it benefits from a world-
renowned knowledge base. 

No other European country has anything like this
range and number of automotive players. The
industry in the UK is characterised by significant
foreign direct investment and high exports,
equivalent to 13% of the UK’s exports of goods.
Overall, automotive manufacturing provides

Automotive businesses are leaders in many areas of manufacturing, purchasing, product development
and logistics. Major inward investors have brought with them world best practice and the skills and
knowledge of the industry provide a key source for improvement across the UK manufacturing sector as
a whole.  
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exports over £5 billion worth of goods annually,
75% destined for Europe. 

This strong combination of heritage, diversity and
agility places the automotive industry in the UK
in excellent shape to face the unremitting
pressures for change in the 21st Century. The
principal challenge is for the UK’s automotive
manufacturing industry to align its technology,
product and business performance to deliver
customer value in a global industry subject to
relentless cost-cutting pressures. 

Regulation poses further challenges.
Environmental protection and safety legislation
are set to strongly influence the number and type
of vehicles that will be manufactured, marketed
and used. The focus within Europe will be on
securing these environmental benefits while
generating competitive advantage. 

Additionally, industry analysts expect South East
Asian manufacturers to dramatically increase
their global market share. But with the UK’s
close focus on efficiency, productivity, innovation
and value-added manufacturing and its cross-
section of international manufacturers, the

industry is well placed to face these challenges
with confidence. 

The UK automotive manufacturing industry is
truly dynamic, accounting for 0.8% of GDP. The
world’s major automotive companies are attracted
to the UK by an unrivalled combination of
engineering excellence, a skilled and flexible
workforce and a government that strives to create
an excellent business environment for companies
to prosper – whether domestic or with foreign
parents. 

One of the great strengths of the UK automotive
industry is a deep understanding of globalisation
and an ability to continuously evolve and create
new opportunities in the face of change. Over the
last 20 years there has been a revolution in the
way vehicles are manufactured, with a
streamlining of production processes, elimination
of waste and focus on quality, cost and delivery.
It can be said that the automotive industry in the
UK now rivals that in any country in the world
for its combined efficiency, quality and unit cost. 

Answer these questions about the text on Worksheets 48 and 49.

1. Use a reference source to find out the meanings of any words, phrases or abbreviations you
don’t understand.

2. Use different coloured highlighter pens to mark all the facts and all the opinions in the
article.

3. Use three sentences to summarise the article. 

4. What is the viewpoint of the writer and how is this opinion made clear?
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3. Worn-out words 2

1. Here are some more examples of metaphors:
a heart of stone
jumping for joy
I ran until I had run out of steam
I worked my fingers to the bone

2. Here are our answers as a guide:
A new business has set its sights on rapid 
growth after securing exclusive rights for the 
distribution of new software. CAD Solutions 
has secured the UK and European distribution 
rights for the specialist software program 
called Codebook. 
"We are expecting sales to soar like a bird. In 
the last month over 100 packages have been 
going out of our doors and winging their way 
to all corners of the United Kingdom," said 
Managing Director Vince Neville.
The future certainly looks as bright as a button
for CAD Solutions.

4. Taking it literally

Here are some examples of common idioms and
their meanings:
1. Above aboard — things that are carried out in 

the correct manner
2. All ears — someone who is keen to hear 

something.
3. Raining cats and dogs — it is raining heavily.
4. Jump the gun — to start something too early.
5. Go pear-shaped — when things have gone 

wrong.
6. Warts and all — to like someone with all their 

faults.
7. Let the cat out of the bag — to accidentally 

reveal a secret.
8. Flogging a dead horse — if someone is trying 

to convince someone else to do something 
without much hope of succeeding.

1. Making comparisons
1. 

You should discuss your answers to 2 and 3 with
your teacher.

2. Worn-out words 1

1. As brown as a berry.
2. As cool as a cucumber.
3. As heavy as lead.
4. As light as a feather.
5. As poor as a church mouse.
6. As stubborn as a mule.
7. As tough as old boots.
8. As ugly as sin.
9. As warm as toast.

10. As white as snow.

2.

Tavistock Town’s home game
with Okehampton is off
because of a frozen pitch. The
decision follows a half-hour
long pitch inspection at 11 am
today. A club statement said:
“Conditions overnight had left
the pitch frozen. Even though
the sun had been on the pitch

all morning, it was still as hard
as nails when the inspection
started.” 
Town’s assistant boss Dave
Uren admitted that the team
was frustrated: “The lads are
desperate to get points on the
board as soon as possible.
They’re as keen as a knife to
meet Okehampton, but now it’ll
have to wait until Tuesday
night.” 

The Cold Shoulder

Hopes fade

And East Tring High School in
Essex gets £5,000 for sports
equipment and coaching.

Who may be injured playing
football, and qualified
coaches.

Paul Nutall
Sports correspondent

as hard
as nails 

possible.
as keen as a knife 

Getting the work – life balance
agenda can be tricky and
employers could help out by
offering flexi-time. Liz Mulgrew
explains: “Many employers
have to be led by the nose to
set up flexi-time. But at the end
of the day it proves to be a real

benefit for workers and
companies alike. And the
benefits for workers don’t just
apply to family commitments,
they can use the time for
leisure pursuits to make sure
that life’s not all work and no
play.”

Time to be flexible

A police spokesman said they
received a call on Sunday
night just after 9 pm. “Officers

had been an incident of
disorder which was over when
they got there,” he said.
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led by the nose 
at the end

of the day 

pursuits 
life’s not all work and no

play.”
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9. Keep your hair on — telling someone to stay
calm.

10. Barrel of laughs — someone who is always 
joking and you find funny.

5. Don't you want to?

1. Have you tried to park in town lately? 
2. I think that shoppers will prefer our solution, 

don’t you?

7. The formalities 

2. Passage 1 — Active
Passage 2 — Passive
Passage 3 — Passive
Passage 4 — Active

3. Passage 1 — Third person
Passage 2 — Third person
Passage 3 — Third person
Passage 4 — First person

4. 
1. The Good Hotel Guide
2. Proclean
3. Fruit and vegetables storage for greengrocers
4. The future of the automotive industry and its 

supply chain in Wales
5. The Good Hotel Guide uses the most 

adjectives and adverbs.
6. The future of the automotive industry and its 

supply chain in Wales has the most abstract 
nouns.

7. Passage 1 Proclean — the purpose of this text 
is to advertise the services of Proclean. The 
text is written in the third person, so it is 
telling the reader about the company. It also 
uses lots of positive and descriptive words to 
describe the service and make it sound like a 
worthwhile cleaning and hygiene solution.

Passage 2 Fruit and vegetables storage for 
greengrocers — this passage is a set of 
instructions for greengrocers on how to store 

their fruit and vegetables. 
Passage 3 The future of the automotive 
industry and its supply chain in Wales — this 
passage is a business report. It uses formal 
language and is written in a passive voice in 
the third person. The use of quite specific titles 
such as the "Welsh Economic Partnership" and 
the "Regional Supply Network Wales" indicates 
that the reader is likely to already be 
knowledgeable in the area.

Passage 4 The Good Hotel Guide — this 
passage is taken from a guide book and is
more informal than the others texts. Its 
purpose is to inform the reader about the 
hotel, as well as entertain. The text achieves 
this by using lots of adjectives and adverbs to 
paint a picture of what it is like to stay at the 
hotel.

9. Hotel — persuasive punctuation 2

1. The use of rhetorical questions throughout the
text helps readers identify and bond with the
suggestions made to them very effectively.
Similarly the list of bullet points all help to
support the view that the hotel offers spa luxury.

2. Other persuasive devices include a very
personal language style — the use of first and
second person. The series of points about the
hotel presented in a logical order also help
persuade the reader, together with the use of
emotive language.

11. Hotel — points of view 2

1. Tavistock Town Council is supporting the
redevelopment of the hotel because the scheme
will bring in money to the town and tidy up the
edge of town.
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share of Shared Venture and Associate’s
interest payable in the year partially offset by
a £0.9m reduction in net interest payable on
group debt.

Group profits before tax at £16.1m have
increased by 17% in the year and, after
deducting tax at an effective rate of 25.6%
and minority interests, profits attributable to
shareholders have increased by 21% to
£11.5m. Earnings per share, which includes
gains on sale of properties, have increased
by 22% to 19.45p.

Your Board recommends a final dividend of
5.00p which, if approved, will be paid on 25
February last year to shareholders on the
register on 20 December last year. The total
dividend for the year will therefore be 7.50p,
up 12% year on year.

Hotel trading conditions have depended very
much on location with a clear divergence in
performance in the year between our M25
hotels and the remaining portfolio
throughout the UK.

We have experienced reasonable trading
conditions in our hotels outside the M25
area. Room yields have increased by 5% to
£45.85 and total revenues per available
room (revpar) have increased by 4% to
£89.32. Most areas of the business have
performed well. In particular, our hotels in
Scotland demonstrated good organic growth
and our hotels in the Lake District and
Dartmoor recovered well following the events
of July 7th on first half trading in this
financial year.

Although trading in the final quarter was

2. The Opposition Committee's argument against
the re-development is that it would result in a loss
of hotel accommodation in the town, it would
bring extra traffic to the area and that to build a
rear extension would affect the historic integrity
and character of the building. 

3. I think that the writer is biased in favour of the
re-development: key phrases are: 'crumbling
Dartmoor hotel can be turned into a
development of luxury flats'. And 'Councillors
approved exciting plans to build...'

4. The stated opinion of English Heritage does
not appear to be biased. Their tone is more
persuasive than emotive — using words such as
'damaging proposals'and 'sensitive position'.

5. Your answer to this is totally up to you,
however, you should have provided sound
reasons for your opinion.

13. Hotel — half yearly return 2

2. 
Turnover including our share of Shared
Ventures has increased by 29% (£31.6m) to
£139.7m for the year and the resultant
operating profits have increased by 23% to
£25.8m. Operating margins have been
maintained at 20%. Profits earned on the
sale of one hotel in our wholly owned
portfolio and four hotels in our Shared
Venture portfolio contributed an additional
£1.8m to Group results in the year which,
when added to operating profits, generated
total reported earnings before interest and
tax of £27.6m, up 31% in the year.

Total interest costs at £11.5m have increased
by £4.2m reflecting the £5.1m increase in our

1

7

3
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generating a gain to the Group of £1.6m. The
gain on the sale of these assets acquired only
18 months ago demonstrates the excellent
acquisition price negotiated at the time
relative to the inherent underlying value of
the assets. One further hotel was sold in the
Owned portfolio for £2.5m last April.

We are also continuing to invest in our
Owned portfolio of hotels and resorts with a
£13m development programme underway at
three of our properties in the North West of
England which will add new bedrooms,
leisure clubs and state-of-the-art conferencing
and banqueting facilities.

The integration of the Shared Venture Hotels
into our business has been completed
successfully within agreed timescales and
budgets and the re-branding of the Shared
Venture Hotels and Resorts to the “Old Hall”
name is progressing well. The Group is
considerably stronger now as a result of this
process and the ongoing strengthening of the
executive and management teams.

I am delighted to report that Bernard Garside
re-joined our Board as a non-executive on
26th September 2005. Bernard, formerly
Chief Executive of the Hilton Group, was
previously a non-executive director of Old Hall
Group Hotels from 2nd December 2005 to
30th March 2010. We look forward to
benefiting once again from his extensive
knowledge and experience as the company
continues its ambitious growth strategy.

Robert Milton’s resignation in last March as
Executive Director with responsibility for
Hotels was reported in my interim report last
May. We recognise and thank Robert for the
significant contribution he made to the

encouraging, it was not sufficiently strong to
mitigate disappointing earlier results. As
such, M25 room yields declined by 12% to
£59.99 and revpar declined by 11% to
£100.82 for the year in total.

Our total portfolio, including the M25 hotels,
achieved modest growth in both room yields
(up 1% to £48.05) and revpar (up 1% to
£91.11) in this financial year. Although overall
sales growth has been difficult to achieve, I
am pleased to report that management
acted quickly to minimise the impact on
profits by taking significant costs out of the
business to generate stronger growth in
operating profits.

Our management contracts business
produced profits before interest of £3.4m in
the year, up £1.9m on the prior period. The
main contributor to this result was our
management contract with our Shared
Venture hotel business and this has settled
down well following our acquisition of the 46
hotel portfolio with Lloyds TSB in April two
years ago.

We remain focused on our key strategic
objective which is to build a high quality
portfolio of provincial and city centre hotels
in the UK. As part of that strategy we
acquired the 49-bedroom Park Hotel in
Edinburgh into the Shared Venture portfolio
for £3.5m in June this year and we plan to
spend £2.2m on its refurbishment and
expansion in the year ahead.

We have also begun disposing of assets that
do not fit with our strategic portfolio
aspirations. Four hotels in the Shared Venture
portfolio were sold individually during the
year for total sale proceeds of £9.1m,

8

6

2
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Throughout the report the Chairman uses words
such as 'encouraging' and 'performed strongly'. 

15. Hotel — conference centre controversy
2

2. Article 2 is for the development. Generally the
article only focuses on the benefits the centre
will bring to Dartmoor and the wider local area.
Specific phrases that give the bias away are:
'Congratulations to Nick Clarke' and 'The
conference centre will be one of the most
prestigious venues for conferences and
exhibitions in the country'.

3. Article 1 is against the development. Generally
the article mainly focuses on the problems the
centre will bring to the area. The specific phrases
that gives the bias away is: 'alarming and
massive expansion plans', 

4. The story in the Dartmoor News presents the
story from the local perspective and attributes
quotes from a trades union, the hotel itself and
the district council. 

5. The story in the Hotel Digest focuses on the
business development side of the story and
presents more statistics and facts than the
newspaper article. 

6. The reasons for the differences in the
treatment of this story are directly due to the
different interests of the readership of the
publications concerned. The Dartmoor News is
likely to be a local newspaper with the aim of
keeping local people abreast of important
developments in their area. The Hotel Digest will
focus on the business side of the story because it
seems likely that this publication is read by hotel
managers and leaders in the tourism industry.

integration of the Old Hall Group Hotels and
the former Crown Hotels and wish him every
success for the future. His responsibilities
transferred at that time to Sandy Tate,
Deputy Chief Executive.

This has been a challenging year for the
business in all respects. I have been very
impressed with the attitude and commitment
demonstrated by all of our employees across
the UK and, particularly, by the manner in
which they have embraced so much change
through difficult trading conditions.

We have performed strongly in what has
been a very difficult year for the industry. In
parallel we have completed the integration of
our Shared Venture into the business and, in
doing so, have considerably strengthened our
management capabilities and infrastructure.

Whilst the economic outlook has never been
more uncertain, I am confident that the
challenges ahead will create tremendous
opportunities for our Group.  Our strategy is
clear and consistent and we are focused on
delivering our objectives. Against this
background I look forward to the year ahead.

Mary MacAuliffe
Chairman

3. The information in several paragraphs would
have been easier to understand if presented
visually, most notably the first three paragraphs.
It would have been easier to digest the
information if it were presented in a bar or pie
chart.

4. The news for shareholders is moderately good
— earnings per share have increased 22%.

4

5
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17. Hotel — The persuaders 2

1. Basic Excel will help teachers and parents to
give children a headstart in spreadsheets as
required by the National Curriculum.

The book is divided into a series of lessons that
gradually introduce the fundamentals of
spreadsheets using Microsoft Excel. Technical
vocabulary is introduced gradually. Each chapter
is designed to show pupils how to perform
various tasks that they can follow at their own
pace with minimal teacher assistance. It shows
how spreadsheets may be used in a range of
different subjects across the curriculum.

This book is ideal for pupils aged 8–14 and a
useful introduction to new ICT teachers or
beginners of all ages. It is suitable for whole-
class, group and individual teaching.
Topics include:
ß bar charts
ß columns of data
ß creating a form
ß formulae
ß functions
ß moving and copying
ß pie charts. 

2. What is a spreadsheet? Spreadsheets for the
beginner is part of a series of three workbooks
using Microsoft Excel. No previous knowledge is
assumed. New concepts are introduced clearly
and logically with step-by-step guidance. The
series will provide full preparation for the
spreadsheets module of national IT tests. The
books are also suitable for those who want to
develop the skills for their own use.

Each chapter starts with an overview, then gives
teaching points and ends with a summary and a

workshop, which includes a Q&A session and
exercises to reinforce the learning process.
Embedded into the text are useful boxes giving
advice, time-saving tips or tricks, warnings
pointing out elements of the application which
may cause problems and “Let’s recap” which
clarifies or elaborates on a topic. 

2. The publishers claim that the main benefits of
Basic Excel are that it gives children a headstart
in spreadsheets. Other benefits are that it can be
used by a wide range of readers in different
circumstances (group size, teachers and
beginners of all ages).

3. The publishers claim that the main benefits of
Spreadsheets for the beginner are that no
previous knowledge of spreadsheets is assumed
and the book prepares students for national tests
and is also suitable for people who want to
develop Excel skills for their own use.

4. Your answer to this question is really a matter
of personal opinion. However, I think that the
blurb for Basic Excel is most convincing because
the language is more persuasive and includes a
list of specific topics included.

5. I think that Spreadsheets for the beginner is
probably more suitable for Julie Goodman, she is
going to use the book with an adult learner and
the time saving tips  and highlighting of problem
areas will probably be useful in an office
situation.

19. Hotel — a way with words 2

1. Technical language is:
disciplinary procedure
disciplinary action
verbal warning
written warning
final written warning
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A new £40 million public-private tourism
partnership has created a powerfully creative
campaign that presents a compelling case
for visiting Britain. It sounds a call to action
through advertising which successfully drives
business to the trade. 

The new campaign aims to achieve: 
ß an additional £500m visitor spend for the 

UK economy
ß an early return in travel to Britain
ß a sustained recovery throughout the year.

It is believed that the massive growth last
December was boosted by the tourism
industry’s “Only in Britain”, which saw heavy
advertising and promotion aimed at
generating short breaks from key European
markets during the autumn and winter
months. A similar campaign is planned for
later this year. 

The British Tourist Authority (BTA) promotes
Britain overseas as a tourist destination,
generating additional tourism revenue
throughout Britain and throughout the year.
Commenting on the very positive inbound
tourism figures for last December, Tom
Wright, BTA chief executive, said: 

“This is a further positive result for inbound
tourism and further proof that a steady year-
on-year recovery is still underway. While
there is still some way to go and the current
climate is causing uncertainty in some
markets, BTA’s evolution of its overseas
structure and the imminent launch of a new
lead body for tourism, as well as
developments in the way Britain will be
marketed overseas all offer great potential
for the industry.” 

skillbuilders n reading n level 2
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dismissal
grievance procedure
immediate superior

2. A verbal warning is given if you have
committed a minor offence. It is the first stage of
the disciplinary procedure and is removed from
your records after three months of satisfactory
behaviour. A written warning is given if you
repeat the minor offence or if you commit a more
serious offence. A written warning is removed
from your records after six months of satisfactory
behaviour. A final written warning is given if you
have committed an even more serious offence or
if you have repeated a less serious offence. This
letter warns that you may be dismissed if you
commit any further offences. A final written
warning is removed from your records after
twelve months of satisfactory behaviour.

3. Several acts constitute gross misconduct
including putting life in danger, serious health
and safety breaches, fighting, theft, fraud and
creating false records, serious negligence and
deliberate sabotage. 

4. If an employee disagrees with any disciplinary
action they have a right to appeal in writing
within two weeks.

5. If an employee has a grievance against his or
her immediate superior s/he should write to the
next person up in the management structure.

21. Hotel —Tourism campaign — the 
facts 2
2. 

“Only in Britain. 
Opinions are highlighted in grey
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BTA anticipates that this year both inbound
visits and spending will increase by between
3% and. Prior to the Brexit vote, market
intelligence from BTA’s overseas offices
suggests that global economic and political
developments may affect demand for travel
from some markets. Prospects for tourism
from overseas and at home will probably be
enhanced by the imminent launch of a new
lead body for tourism in April, which will
promote inbound tourism to Britain as well
as the domestic marketing of England. 

There are an estimated 2.1 million jobs in
tourism in the UK, some 7% of all people in
employment in Great Britain. There are more
jobs in tourism than in construction or
transport. There are 234,361 people
employed full-time in the hotel industry,
according to the Hospitality Training
Foundation (HtF). This is 14% of the total
hospitality industry figure – 1,756,939
people.There are almost 50,000 hotels in the
UK. This figure has remained fairly stable for
the past six years or so.

57skillbuilders n reading n level 2

Answers

Glossary
Debt to equity is the degree to which a
business makes use of borrowed money.

Interest cover is a company’s pre-tax
operating income divided by its interest
obligations, for a given period.

Return on capital measures how effectively a
business uses the money invested in its
operations. It is calculated by net income
after taxes divided by (total assets less excess
cash minus non-interest-bearing liabilities).

Working capital is current assets minus
current liabilities.

Hotel and restaurants
The turnover of the hotel and restaurant
industry was £10.5 billion. This represented a
fall of 4% compared to last year.

Average room occupancy for all serviced
accommodation throughout the UK was 58%
(unchanged from 2009). Average bedspace
occupancy was 42% (down from 43% in
2009).

3. Here is our summary as a guide:
A new advertising campaign by the British Tourist
Authority aims to bring in more visitors and
visitor spending to Britain. The authority felt that
recovery from the events of July last year was
underway and that the imminent launch of the
lead body for tourism will promote both inbound
tourism and domestic tourism. Tourism is
important for the British economy, representing
7% of total jobs in the UK.

4. The chart shows benchmark figures for
profitability and turnover of restaurants, hotels
and pubs and bars.

Indicator Restaurants Hotels Pubs and bars

Gross profit margin 55.7% 58.4% 58.8%

Operating profit margin 4.9% 12.1% 6.1%

Pre-tax profit margin 3.3% 6.3% 4.1%

Return on capital 5.4% 3.4% 4.7%

Percentage of working capital to sales -2.8% 0.9% -3.1%

Turnover per employee £32,600 £34,100 £36,400

Average wage per employee £9,500 £10,200 £7,900

Percentage of wages to sales 29.3% 30.2% 22.5%

Total debt to equity 1.3 times 1.3 times 1.2 times

Interest cover 3.9 times 2.1 times 2.8 times
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countries, and do we want to live in this sort of
world. 

2. The biotechnology industry claims that GM
foods are needed to maintain a thriving
countryside and that natural biodiversity must be
increased while allowing farmers to produce
food and remain in business or country life could
collapse. They say that by adopting GM
technology this can be achieved without having
to pay the higher prices needed for organic food
production.

3. The Soil Association says that
genetic engineering differs from traditional
methods of cross breeding because genes are
transferred between differing species rather than
between the same species. They are worried that
natural equilibrium is being disturbed and no-
one knows where this will lead to. They say that
research on rats has shown that they have
developed brain disorders after eating GM
potatoes. The Soil Association says that the only
people to benefit from GM foods are multi-
national companies — they say there will be less
consumer choice and that there is no evidence
that GM foods will be cheaper.

4. The stated opinion of the Soil Association does
not appear to be biased. They do not make dire
warnings about GM foods, instead they state the
facts and voice their concerns about disturbing
natural balance.

5. Your answer to this is totally up to you,
however, you should have provided sound
reasons for your opinion.

5. The writer endorses the campaign. This is
made evident in the very first paragraph when
s/he says that the campaign is 'powerfully
creative' and 'presents a compelling case for
visiting Britain.'

23. Supermarket — persuasive
punctuation 2

1. The use of clear bullet points and short
sentences makes the brochure easy to read and
draws the readers eye to the variety of services
the supermarket has available. Similarly the use
of rhetorical questions in the Party planners and
Dry cleaning service sections helps readers
identify and bond with the suggestions made to
them very effectively. 

2. Other persuasive devices include the style of
writing — the use of first and second person
makes the reader feel that the brochure is
addressing them directly. Also the tone of the
piece is very friendly and polite, you get the sense
that Blackwell's really wants to help its
customers. Throughout the piece the words help,
assistance and your convenience are repeated to
add to this feeling that Blackwell's aim is to
please its customers.

25. Supermarket — points of view 2

1. Prince Charles opposes the development of
GM food on ten grounds, he questions why we
need GM foods, whether GM food is safe to eat,
why rules for approving GM foods are less
stringent than those for new medicines, how
much we really know about GM foods, whether
testing plant crops without strict rules is safe,
whether customers will have real choice or not,
who will be responsible if something goes wrong,
what effect the crops will have on the poorest
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27. Supermarket — half yearly return 2

2. Chairman’s statement
The directors are pleased to announce the
interim figures for the 27 weeks ended 26th
August which once again indicate good steady
progress in terms of both sales and profit.

The consistent growth in sales which the
company has enjoyed in the past has continued
during this period in spite of very low food price
inflation. The 10% rise in total store takings
reflects a determined effort to increase volumes.
Fresh foods during this time have in fact
contained an element of deflation and, in spite of
lower year-on-year prices, fuel sales have
increased by 7.1% as a result of higher volumes.
Overall sales have grown by 9.6%. Particularly
pleasing is the 5.7% increase in like-for-like
takings which when considered alongside the
comparative 7.7% and 9.4% for the last two
years equating to a three-year improvement in
same store sales of 25%. Excluding petrol, the
like-for-like increase this half year is 6.3% whilst
the average takings rose by 7.1% illustrating an
increase in customer transactions of 2.9% and a
4.1% increase in average basket size. After
allowance is made for VAT and non-retail sales,
overall turnover was £5.9m showing growth of
9.5% over last year. Our concentration on food,
particularly our “Lancashire Produced” offer, is
fast becoming yet another distinguishing feature
being appreciated by shoppers and setting us
apart from our competitors. Our winning
combination of low prices and money-saving
offers continues to be well received by shoppers
and is driving sales forward.

I am pleased to report that pre-tax profits in the
27 weeks rose to £3.4m compared with £2.8m

last year, an increase of 16%. Staff costs
increased by 12.5% and overhead costs by 18.1%
and in both cases exceeded our sales increase.
This situation arises from the increasing amount
of goods being processed and distributed
through our own facilities and is in no small way
attributable to our “buy 1 get 1 free” policy
where additional work is generated without the
supporting sales income. The attraction of these
offers together with our all-round value for money
proposition is greatly appreciated by our growing
number of regular shoppers. With the added
attraction of our unique “Lancashire Produced”
traded well in a highly competitive environment.

Whilst we did not implement the profit and loss
provisions of FRS17 (Retirement Benefits) until
2006, it should be pointed out that the severe fall
in the equities market has left the scheme in
deficit by £1.3m. Automatic membership of the
scheme is now closed to new employees but we
remain committed to the existing membership
and have made additional contributions along
the lines recommended by the actuary. 

Our expansion programme remains under review.
We are still looking for suitable sites in Preston,
Bamber Bridge and Blackburn. A site in Lancaster
remains under offer and is still subject to
planning permission. Contracts have been
exchanged for a site with planning consent at
Lytham St Anne’s. 

We have had a very positive start to the second
half, with takings 8.9% ahead in the five weeks to
16th September. Like-for-like sales are 5.0%
higher, or 4.9% excluding petrol. Our growth
continues apace, with firm plans for expansion in
hand. We will be keeping up the momentum by
maintaining our reputation for unrivalled quality,
value for money and exemplary customer service.

4

3

5

6

2

7
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4. The Leyland Tribune takes the angle that the
council is letting down local residents who want
a plastics recycling scheme, they think that the
town supermarket is doing more than its fair
share and that the council is clearly not doing
enough.

5. The South Ribble Council Environment Report
takes the angle that the scheme would cost too
much and is not environmentally sound, they say
that across Europe only 2.5 % of plastic bottles
are recycled and instead of operating a recycling
scheme they think that residents should minimise
their use of plastics.

6. The reasons for the differences in the
treatment of this story are directly due to the
different backgrounds of the publications
concerned. The Leyland Tribune is likely to be a
local newspaper with the aim of keeping local
people abreast of important developments in
their area. The South Ribble Council Environment
Report is an official document reflecting and
defending council policy.

31. Supermarket — the persuaders 2

1. A 'must-have' book for anyone in HR.

This book is required reading for anyone
interested in this field at all.

This practical introduction to mentoring will
prove invaluable to anyone wanting to help
people to increase and improve their ability to
maximize their potential, learn new skills,
improve performance and become the person
they want to be.
2. The publishers claim that the main benefits of
The New Mentoring Handbook are that it shows
how to prepare to be a mentor and conduct

Hard work to deliver these qualities consistently
will be the order of the day. All in all, I believe we
are well placed to withstand the fiercely
competitive conditions that prevail in our sector
and move forward with confidence.

Once again the dividend has been adjusted to
reflect the success of the company and the
interim payment will be 0.45p per share. This is
an improvement of 25% and will be paid on 11th
November to those shareholders registered on
the books of the company on 11th October.

B. K. Blackwell

3. The information in the second paragraph
would have been easier to understand if
presented visually. It would have been easier to
digest the information if it were presented in a
bar or line graph.

4. The news for shareholders is good — earnings
per share have increased 25%. Throughout the
report the Chairman uses words such as 'growth'
and 'positive'. 

29. Supermarket — recycling problems 2

2. Article 1 is for plastics recycling. The article
clearly voices its disappointment in the council's
lack of support for the scheme. Specific phrases
that give the opinion away are: 'Householders...
have been let down,' 'the council is baulking',
'tokenist advice', 'fobbing us off' and 'Get your act
together.'

3. Article 2 is against plastics recycling. The
council don't think that they can justify the cost of
a plastics recycling scheme and they also don't
think that the costs of transporting the goods is
environmentally friendly. Specifically they say the
scheme 'doesn't make sense'.

1
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mentoring sessions. They claim that it provides a
thorough overview of the mentoring process.

3. The publishers claim that the main benefits of
The Craft of Mentoring are that it shows the
reader how to foster a mentoring culture where
people feel respected and rewarded. 

4. The publishers claim that the main benefits of
Mentoring for the 21st Century are that it is a
practical and highly readable guide that provides
best-practice approaches and proven solutions to
mentoring.

5. Your answer to this question is really a matter
of personal opinion. However, I think that the
blurb for Mentoring for the 21st Century is most
convincing because the language and tone is
much more persuasive and immediate than the
blurbs for the other two titles.

6. I think that The New Mentoring Handbook is
probably more suitable for Sally Graham, she is
going to use the book to help her implement a
mentoring system within an organisation and the
contents of this book seem more suitable for this
purpose than the other two titles.

33. Supermarket — a way with words 2

1. Paid leave — time taken off work on normal
pay.
Maternity leave — time taken off work to have a
baby
Seniority — time served working for a company.
Unpaid leave — time taken off work with no pay
Discretionary unpaid leave — unpaid leave
granted at the discretion of the company
Paternity leave — time take off work by new
fathers
Adoptive leave — time taken off work to parents
of newly adopted children

Dependent relatives — relatives who you have a
responsibility to look after (usually children or
elderly/incapacitated adults
Compassionate leave — time off taken for
personal, emotional reasons 

2. There are 5 main types of special leave —
maternity, paternity, adoptive, care for dependent
relatives and compassionate and special
discretionary leave.

3. There are three different options available for
taking care of dependent relatives. Workers who
have given a minimum of two years' service can
ask to take unpaid leave of absence up to a
maximum of 5 years and will have automatic re-
entry to  an equivalent post. Temporary transfer
from part-time to full-time working is available for
a period of up to 5 years. Finally workers can ask
for their working pattern to be temporarily
rearranged.

4. If an employee wants to take compassionate
leave for funeral arrangements of a close
relative, they may ask for up to 5 days paid leave
from their head of department. Staff who need to
attend the funeral of a close friend or relative can
apply for one days' paid leave from their head of
department.

5. If a member of staff wants to take paid
maternity leave she must state in writing that she
intends to return to work for at least 3 months
afterwards.
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better than those in EU supermarkets. These
elements are all included in the price.”

Mr Steinberg went on to say that commodities
purchased from suppliers have then to be
processed, packaged and transported.  All this
adds to what shoppers pay at the checkout. 
The UK’s reputation as an expensive place to live
is backed up by comparing the prices of a
number of consumer goods. Cars, CDs, and
perfumes can all be bought more cheaply in the
EU than in the UK, a fact accentuated by the
relative strength of the pound. Groceries is just
one area where consumers are often left
wondering why similar goods are cheaper on the
continent. 

Supermarkets in the UK operate in a dynamic
and increasingly global business environment. By
competing to drive down the relative price of
food, retailers have provided a “consumer
surplus” – freeing up funds for leisure and other
expenditure. Within these constraints, some
supermarkets have invested in support of
greener food production, distribution and
retailing. But the public and farmers are
sceptical about environmental and ethical claims
from big business. Companies are reluctant to
publicise their green and farmer-friendly
credentials, fearing a consumer and investor
backlash. 

For UK food retailers the current focus is on
added-value products such as the booming
“takeaway” sector, premium products, on
increasing own-label’s share of the their business
mix, and on supply chain and other operational
improvements to drive costs out of the business.
This includes supply chain consolidation: UK
retailers are increasingly reticent to take on new
suppliers. 

35. Food retailing industry — the facts 2

2. Opinions are marked in grey.

Although the growth rate of UK food retail sales
appears low, there is real volume growth within
these figures as the UK market has been affected
by negative inflation in the food sector. This
negative inflation has been driven by the so-
called “Wal-Mart effect”, i.e. downward pressure
on prices from Asda / Wal-Mart’s aggressive
“Every Day Low Price” (EDLP) strategy, and also
by concerns over the possible findings of the UK’s
Competition Commission investigation into the
UK grocery retailing market. The investigation,
now concluded, has vindicated the UK
supermarkets of excessive profiteering. However,
following concerns raised regarding costs passed
back to the supplier, there will now be a legally
binding code of practice to govern relationships
between retailers and suppliers.

However, the UK domestic food retail is
dominated by the “big four” supermarkets. These
four retailers control 75 per cent of all grocery
sales in Britain; Tesco alone accounts for 32 per
cent.

Despite the Competition Commission’s findings,
critics of the supermarkets still claim that such
concentration and consolidation make it clear
that there isn’t a fair or free market for suppliers
or consumers. The food economy is not a free
market.

Perhaps unsurprisingly, the supermarkets are
adamant they provide genuine value for money.
Sainsbury spokesman Jason Steinberg said: “Any
international price comparisons are fraught with
danger. Our land costs are higher. UK
supermarkets have the best consumer services,
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Every major food retailer in the UK now offers
home shopping, home delivery and / or e-tailing.
The food industry’s trade body the IGD has
reported that 13% of the UK shopped online for
groceries in 2009. This is an increase of 63% on
2006 figures. Forecasts show that this is a trend
that is set to continue growing. With predictions
of £7.2 billion being spent online by 2014. This is
nearly double the figure for 2009. 

Food retailing in the UK is a sophisticated
market, dominated by major players. Domestic
food production is advanced and the UK imports
from other EU countries. This is a competitive
and challenging retail environment. 

Sector performance in August
Food and drink
Sales of alcoholic drinks went very well. Both
frozen foods and fresh foods had a very good
month, and supermarkets in tourist areas,
particularly in the south west, did very well and
led to a record summer for some retailers. 

Convenience stores
The improvement in the weather during August
led to increased sales in many convenience
stores, and European football on TV boosted
beer sales. Snacks, chilled foods, ice-cream and
hand-held ready meals had a very good month. 

Health and beauty
August was a good month particularly for over-
the-counter medicines and complementary
healthcare. Skin and haircare had a good month,
but hair colouring products had a disappointing
month.

3. Here is our summary as a guide:

The UK food market is a sophisticated and

competitive market dominated by five major
players, many of whom have experimented with
home shopping. The UK's Competition
Commission vindicated supermarkets of excessive
profiteering, however critics say that the food
economy is not a free market. Supermarkets
claim to have invested in more environmentally
friendly work methods, but consumers and
farmers are sceptical and retailers are not keen
to take on new suppliers.

4. Annual percentage growth in non-food and
food retail sales are shown in the chart.

5. You have to read between the lines to come to
the conclusion that the writer appears to be a
critic of the supermarkets by stating that the
'food economy is not a free market.' 

37. Factory — persuasive punctuation? 2

1. The headings draw the reader's eye to the
quality and innovation AutoParts offers, similarly
the list of bullet points towards the end
summarise AutoParts key selling points. 

2. Other persuasive devices are the style of
writing — the use of technical language will make
readers feel that the brochure is addressing them
directly. Also the tone of the piece serves to
reiterate AutoParts' focus on innovation and
service. Throughout the piece the words
expertise, innovation and success are repeated to
add to this feeling that AutoParts really do set
new standards in their field.

39. Factory — points of view 2

1. Dr Whitworth believes that a full assessment
of sleep problems is necessary before treatment
because all patients are different and some
people need far less sleep than others.
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Group sales for the six month period were £239
million (last year: £251.1million) and profit
before taxation was £15.6 million (last year:
£8.8million). On a like-for-like basis, sales from
continuing operations were £204.6 million (last
year: £190.2 million) and operating profit before
goodwill amortisation and exceptional items was
£7.7 million (last year: £9.2million).

Group profit after taxation was £13.6million (last
year: £6 million) and earnings per share were
25.2p (last year: 10.8p). Underlying earnings per
share, which exclude discontinued activities,
goodwill amortisation and exceptional items,
amounted to 5.7p compared with 7.3p for the
first half last year.

Net interest charges were £2.6 million (last year:
£3.2million) reflecting the lower level of net debt
as a result of the proceeds arising from the sale
of the storage business. Net debt stood at £56.4
million at 30th September, compared with £91.6
million at the year end.

Reflecting your board’s confidence in the
medium-term prospects for the Group, in respect
of the current year and in the absence of
unforeseen circumstances, the board intends to
recommend that a total dividend of 9p for the
year should be paid. An interim dividend of 4p
will be paid on 18th February, to shareholders on
the register as at 17th January.

Sales generated by our automotive
manufacturing operations were £159 million for
the period, a 2% increase over the first half of
last year. This followed European industry
production volumes which showed an equivalent
increase. In addition, sales of tooling and
prototypes were £34.8 million compared with
£19.9 million in the equivalent period last year.

2. The workers claim that even during their days
off they feel permanently washed out and 'like a
zombie'.

3. Dr Whitworth claims that GPs often lack
access to practical alternatives to sleeping
tablets. She also says that not everyone needs a
full eight hours' sleep per night. 

4. I can find no evidence to support the view that
the doctor's opinion is biased.

5. Your answer to this question is a matter of
personal opinion. You should have backed up
your opinion with evidence from the text.

41. Factory — half yearly return 2

2. Chairman’s statement
 The past six months has been an important
period in the development of AutoParts.
Substantially the Group’s activities are focused in
the automotive industry where the Group has
established a strong market presence and is
therefore well positioned to exploit opportunities
for growth. Following successful contract wins,
the Group has invested significantly in
engineering resources and capital equipment and
facilities, to prepare for an unprecedented
number of forthcoming production launches.

Despite the prevailing economic conditions, it is
pleasing to be able to report that the Group’s
automotive manufacturing operations achieved a
similar performance to the first half of last year.
This reflects the strong operational focus being
brought to bear throughout the network of
manufacturing plants across the Group. The
engineering consulting activities have now been
re-structured and are expected to move into
profitability for the second half of the year.

3

1
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invited to present our technical capability to a
number of our customers’ engineering teams and
we believe this will lead to increased
opportunities to provide an integrated solution to
their needs.

Our ongoing manufacturing operations continue
to perform well. The current financial year is, as
expected, characterised by a very large number
of new product introductions associated with
model launches by our customers. Some of these
model launches have been delayed in the short
term and these will be reflected in the second
half of this year and the first part of the next
financial year.

Whilst there is uncertainty about the general
economic outlook, our forward order book
remains strong and supports our expectation of
sustained growth in the years ahead.

David Watson
02 November
AutoParts Group

3. The information in the seventh paragraph
would have been easier to compare if presented
visually. It would have been easier to digest the
information if it were presented in a pie or line
chart.

4. It is quite difficult to say how good the news
for shareholders is, from the text I assume it is
moderately good — although the report does not
say whether or not earnings per share have
increased. Growth appears to be moderate.

The increased level of such sales is a reflection of
the high number of new model introductions
being launched in the current year and the
second half is likely to show a further significant
increase in the level of tooling and prototype
sales as further new production programmes
come on stream.

Operating profits within the automotive
manufacturing business were £10 million,
consistent with the comparative period last year.
Progress was made in the UK due to a major
programme start-up, balanced by reduction in
business from Italy as a consequence of the
reduction in volumes experienced from Fiat.

The engineering consulting business suffered a
significant setback in the first half with the
cancellation of a major vehicle programme by a
customer in the UK. We recognised that this,
combined with continuing weakness in general
market conditions, would result in a significant
trading loss being recorded in the first half, so
we undertook rapid action to instigate a
fundamental re-structuring of the business. This
management action has given rise to exceptional
costs of £1.4million, mostly made up of
redundancy costs. The resultant business model
within engineering consulting is of an efficient,
lean unit with the core skills to support customer
programmes and the Group’s wider engineering
needs. The trading loss in the first half was
£2.3million and, following the re-structuring and
at current levels of activity, we expect the
business to move into profitability for the second
half of this year.

The combination of our core product and
engineering knowledge, together with our
manufacturing capability is of increasing interest
to our customers. In recent months we have been

4

2
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45. Factory — the persuaders 2

1. The ultimate sales letter
“The best and simplest book ever written on
closing the sale in advance.”

His simple, straightforward system has
worked for mail-order firms, retail stores,
service businesses, cosmetic companies,
sporting goods manufacturers and gift
merchandising firms – and it can work for
you too.

It promises: Peter Kelly’s proven step-by-step
guide to a top-notch sales letter
ßthe twelve best headline formulas
ßtips for improving readability
ßhow to use the “P.S.” to your advantage
and much more!

“The examples of good and bad letters alone
are worth the price of the book.”

If you want to know how to create truly
successful sales letters, look no further. Sarah
Morris, the internationally renowned expert
on direct mail, reveals here the secrets of her
trade.
Celebrated throughout the world, this
bestselling book is packed with examples of
real sales letters and shows you exactly what
to do and what to avoid. I

For successful sales letters time after time,
make full use of the tricks, tips and
techniques from one of the world’s experts
on direct mail, and watch your response
rates soar!
The author
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43. Factory — expansion plans 2

2. Article 1 is for the expansion. Generally the
article only focuses on the benefits the centre will
bring to Cardiff and the wider local area. Specific
clues that give the bias away are the fact that the
people cited in the article all favour the expansion,
they all talk about it in terms of what it will bring
to the local economy. No down-side is presented.

3. Article 2 presents an article against the
development. Generally the article mainly focuses
on the problems that fuel emissions will bring to
the area. The specific phrases that give the bias
away start with the rhetorical question: 'But is the
environmental cost too high?' and continue to the
end of that paragraph.

4. The story in the Auto Industry News focuses on
the business development side of the story and
presents more statistics and facts than the
newspaper article.

5. The story in the Cardiff Post presents the story
from the local perspective and attributes quotes
from AutoParts Plastics and Environmental
Pressure group and the Industry Minister.

6. The reasons for the differences in the treatment
of this story are directly due to the different
interests of the readership of the publications
concerned. The Cardiff Post is likely to be a local
newspaper with the aim of keeping local people
abreast of important developments in their area.
While Auto Industry News will focus on the
business side of the story because it seems likely
that this publication is read by managers and
leaders in the automotive industry.
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“Flog it!”

“A thesaurus that works as hard as you do ...
you’ll wonder how you ever managed
without it.”
Flog it! is the ultimate reference for anyone
who needs instant access to the key words
that make the difference in selling.
Whether you are selling ideas or widgets,
Flog it! guarantees the expert sales
professional an expanded, rejuvenated
repertoire and the novice a feeling of
confidence.

Flog it! is an indispensable guide to helping
you find great words fast.

2. The publishers claim that the main
benefits of The Ultimate Sales Letter are that
it will show you how to boost sales and
profits with powerful sales letters using
unusual but tried and tested techniques.

3. The publishers claim that the main
benefits of How to Write Sales Letters that
Work are that by using its tricks, tips and
techniques from a world expert in direct
mail response rates will soar. 

4. The publishers claim that it is an
indespensible guide for finding great sales
words fast.

5. Your answer to this question is really a
matter of personal opinion however, I think that
the blurb for How to Write Sales Letters that
Work is most convincing because the language
and tone is much more persuasive and
immediate than the blurbs for the other two
titles, I felt that The Ultimate Sales Letter blurb
was a bit too American.

67skillbuilders n reading n level 2
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5. I think that How to Write Sales Letters that
Work is probably more suitable for Justin Nason,
The Ultimate Sales Letter is probably too
American for the British market and Flog it! may
be a useful thesaurus but it won't teach him the
techniques he needs to learn.

47. Factory — a way with words 2

1. Flexible working hours scheme — a scheme to
allow staff to work hours outside the regular 9-5.
Flexi-time — hours worked in the flexible working
hours scheme.
Flexi-leave — time taken off in lieu of extra time
worked in the flexible working hours scheme.

2. The stated intentions of the scheme are to
provide flexibility to members of staff to assist
their individual circumstances.

3. Staff on some shift patterns may not be able
to participate in the scheme. Participation in the
scheme is a privilege and not a right. The specific
rules of the scheme are outlined in columns 2
and 3 on pages 46 and 47. 

4. Falsifying time sheets constitutes gross
misconduct and the penalty is dismissal without
notice.

5. Staff have to work core hours but can come in
to work from 8am and leave up until 6pm. Lunch
can be taken any time between 12 and 2. Hours
can be borrowed or accrued. All time worked
must be clearly recorded. 
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exports of goods. Overall, automotive
manufacturing provides 180,000 jobs and
contributes some £10.2 billion value-added
to the UK economy (6.4% of the total for the
whole UK manufacturing sector). The
companies based in the UK operate in
Europe’s third biggest automotive market
with UK customers accounting for the
purchase of more than 2.1 million new cars –
equivalent to 14% of European vehicle
registrations. 

The UK offers a highly sophisticated retail
and service/maintenance sector, which last
year generated some £24 billion value added
to the UK economy. It comprises some
67,000 businesses employing 552,000
people. 

Over 60% of cars and commercial vehicles
produced in the UK are exported. The UK
accounts for some 2.4% of worldwide vehicle
output and 8.7% of European assembly,
ranking it fourth in Europe and twelfth
globally. 

There are around 2,600 component
manufacturers in the UK, ranging from the
global players to small and medium-sized
businesses. Together they contribute £4.7
billion added value and employ around
106,000 people. The components sector
exports over £5 billion worth of goods
annually, 75% destined for Europe. 

This strong combination of heritage, diversity
and agility places the automotive industry in
the UK in excellent shape to face the
unremitting pressures for change in the 21st
Century. The principal challenge is for the
UK’s automotive manufacturing industry to
align its technology, product and business

49. Motor industry — the facts 2

2. Car production in the UK.

Facts are in plain text and opinions are in
italic.

Automotive businesses are leaders in many
areas of manufacturing, purchasing, product
development and logistics. Major inward
investors have brought with them world best
practice and the skills and knowledge of the
industry provide a key source for
improvement across the UK manufacturing
sector as a whole. 

The sector has two distinct parts: the
manufacture of vehicles and components;
and the motor trade (including retail,
distribution and aftermarket services). In the
case of manufacturing, Britain leads Europe
as the most diverse and productive vehicle
manufacturing location and as a global
centre of excellence for engine development
and production.

More than 40 companies manufacture
vehicles in the UK – ranging from global
volume car makers, van, truck and bus
builders, to specialist niche players. The
industry is supported by a dynamic supply
chain including many of the world’s major
component manufacturers, technology
providers, design and engineering
consultancies; and it benefits from a world-
renowned knowledge base. 

No other European country has anything like
this range and number of automotive players.
The industry in the UK is characterised by
significant foreign direct investment and high
exports, equivalent to 13% of the UK’s
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elimination of waste and focus on quality,
cost and delivery. It can be said that the
automotive industry in the UK now rivals that
in any country in the world for its combined
efficiency, quality and unit cost. 

3. Here is our summary as a guide:

The UK has Europe’s most diverse and dynamic
automotive industry made up of two sections –
production and the motor trade. Car production
in the UK is important to the UK’s economy.. The
UK is a good place to site car production
indicated by the number and range of automotive
companies, however companies must be
prepared to address technological, regulatory
and economic challenges. .

4. The writer appears to be of the opinion that
UK is an ideal base for car manufacturing due to
the country’s diverse and advanced skills and a
large home market. However, the industry must
address new challenges and advances in
technology, be able to address cost-cutting
measures and regulations. ' 

Template 1 – clichés

1. ahead of his time
2. can't put a finger on it
3. fits like a glove
4. frightened the life out of me
5. in the strongest possible terms
6. in this day and age
7. in with a real chance
8. in your best interests
9. it's a small world

10. live life to the full
11. look on the bright side
12. needless to say

performance to deliver customer value in a
global industry subject to relentless cost-
cutting pressures. 

Regulation poses further challenges.
Environmental protection and safety
legislation are set to strongly influence the
number and type of vehicles that will be
manufactured, marketed and used. The focus
within Europe will be on securing these
environmental benefits while generating
competitive advantage. 

Additionally, industry analysts expect South
East Asian manufacturers to dramatically
increase their global market share. But with
the UK’s close focus on efficiency,
productivity, innovation and value-added
manufacturing and its cross-section of
international manufacturers, the industry is
well placed to face these challenges with
confidence. 

The UK automotive manufacturing industry is
truly dynamic, accounting for 0.8% of GDP.
The world’s major automotive companies are
attracted to the UK by an unrivalled
combination of engineering excellence, a
skilled and flexible workforce and a
government that strives to create an
excellent business environment for
companies to prosper – whether domestic or
with foreign parents. 

One of the great strengths of the UK
automotive industry is a deep understanding
of globalisation and an ability to
continuously evolve and create new
opportunities in the face of change. Over the
last 20 years there has been a revolution in
the way vehicles are manufactured, with a
streamlining of production processes,
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13. no time like the present
14. put your money where your mouth is
15. rock bottom
16. room for improvement
17. spare me a minute
18. stranger than fiction
19. strictly speaking 
20. you couldn't be more wrong

Template 2 – idioms

1. bite the bullet
2. break the ice 
3. face the music
4. get the show on the road
5. going bananas
6. got him scratching his head
7. hit the ground running
8. hit the sack
9. in the pink

10. lose your rag
11. on the back burner
12. out of his mind
13. passed with flying colours
14. pick up where we left off
15. pie in the sky
16. point of no return
17. rabbit on
18. rings a bell
19. strike while the iron is hot 
20. three sheets to the wind 
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71skillbuilders n reading n level 2

Activity index

Dictionary work/use reference sources 12, 13, 14, 15, 18, 19, 20, 21, 26, 27, 28, 29, 32, 33, 
34, 35, 40, 41, 42, 43, 46, 47, 48, 49

Grammar – identify adjectives, adverbs and abstract nouns 6, 7

Grammar – identify the person of written texts 6, 7

Grammar – rhetorical questions 5

Identify points of view in texts 10, 11, 14, 15, 24, 25, 28, 29, 34, 35, 38, 39, 42, 43

Identify the purpose of text 6, 7

Improve vocabulary – clichés 2, T1

Improve vocabulary – idioms 4, T2

Improve vocabulary – metaphors 3

Improve vocabulary – similes 1

Judge levels of formality in text 6, 7

Read book blurbs 16, 17, 30, 31, 44, 45

Read company policies / procedures 18, 19, 32, 33, 46, 47

Read company reports 12, 13, 26, 27, 40, 41

Read information from brochures 8, 9, 22, 23, 36, 37

Read information in charts, diagrams and tables 20, 21, 34, 35, T4, T5

Read newspaper / magazine articles 10, 11, 14, 15, 24, 25, 28, 29, 38, 39, 42, 43

Read reports 20, 21, 28, 29, 34, 35, 48, 49

Read technical vocabulary 18, 19, 32, 33, 46, 47

Read texts and form an opinion 10, 11, 14, 15, 16, 17, 24, 25, 28, 29, 30, 31, 38, 39, 
44, 45

Recognise bias 10, 11, 14, 15, 20, 21, 24, 25, 28, 29, 34, 35, 38, 39, 
42, 43, 48, 49

Recognise the difference between fact and opinion 14, 15, 20, 21, 28, 29, 34, 35, 42, 43, 48, 49

Summarise texts 20, 21, 34, 35, 46, 47, 48, 49

Understand the use of punctuation 8, 9, 22, 23, 36, 37

Use subheadings to structure texts 12, 13, 26, 27, 40, 41
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Useful websites

72

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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skillbuilders n reading n level 2 T 1

1. ahead of his 

2. can’t put a on it

3. like a glove

4. frightened the out of me

5. in the possible terms

6. in this and age

7. in with a real 

8. in your best 

9. it’s a world

10. life to the full

11. look on the side

12. needless say

13. no like the present

14. your money where your mouth is

15. rock 

16. room for 

17. me a minute

18. stranger fiction

19. speaking 

20. you couldn’t be wrong

put interests time small live to spare
strictly bottom chance bright time life strongest
finger fits day than more improvement

Clichés
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skillbuilders n reading n level 2 T 2

1. bite the 

2. the ice 

3. face the 

4. get the on the road

5. going 

6. got him his head

7. hit the running

8. the sack

9. the pink

10. lose your 

11. the back burner

12. of his mind

13. passed with colours

14. pick up where we left 

15. in the sky

16. point of no 

17. on

18. rings a 

19. strike while the is hot 

20. three to the wind 

pie off in bananas iron rabbit hit
sheets flying rag out break bullet music
show on ground return bell scratching

Idioms
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Book review

Title:

Author:

Publisher:

Word difficulty:
Too easy 
Just right 
Too hard 

Any words you didn’t understand:

Outline of the book:

Who do you think is the target audience for this book?

Recommendation (Tick the box and justify your reasons):
A must! 
A good read 
Good for … , 
Read it if you’re bored 
Don’t bother 
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The National Food Survey reports that the annual consumption of our
three principal fruits has changed over the past 10 years as follows:
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Proportion of time spent on various tasks in the
order picking process at AutoParts, bar chart version
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55%

Pick
17%

Mark order 3%
Dispose of order 3%

Get instructions 4%

Collect equipment 4%

Wait if out of stock 7%

Recognise stock 4%

Find stock 3%

Proportion of time spent on various tasks in the
order picking process at AutoParts, pie chart version
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