+ MODULE3: SPEANING AND WRITING i

GENERAL OBJECTIVES

On completion of this Madule, students showld:

| use the structures of English correctly and appropriately, as well as with a degree of elegance;

Z: evaluate examples of written and spoken communication, mcluding arguments, taking into consideration the
form and content of the communication and the context i which it is presented or constructed;

3. apply basic. communication principles to their oum communication choices and behaviowrs m specific
sitations,

4. distinguish among the major forms of communication (oral, written, non-verbal) and assess the
appropriateness of their use in specific communication situations;

5. appreciate the use of speech and writing as mental and social processes;

6. express themselves m speech and writing with precision, accuracy, clarity and fluency;

T demonstrate orpanizing competencies i oral and written communication;

8. produce different types of communication relevant and appropriate to their social, academic, professional and
vocational needs;

9, use different forms, media, channels and technologies of communication to maamize effective communication
m specific contexts;

10.  appreciate the possibilities which technology offers to the communicative process.

SPECIFIC OBJECTIVES

Students should be able to:

1. speak and write with control of grammar, vocabulary, mechanics and conventions of speech and writing
in the use of English;

1 describe the process of communication;

3. apply the communication concepts to different situations;

4, identify the specific features of verbal and non-verbal communication;
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MODULE 3: SPEAKING AND WRITING (cont'd)

5. describe the mental and social processes involved in speaking and writing;

6. manipulate non-verbal elements and modes of speech and writing, appropriate to specific purposes and
audiences;

3 employ appropriate channels for specific oral aid written presentations;

8. speak in English on prepared and impromptu topics, using appropriate non-verbal communication cues;
9. use appropriate organizing and formatting strategies in producing specific types of oral and written
COMMUNICEoN;
10. evaluate their oum communication according to set criteria: intention, audience awareness, coherence,
mechanics and depth.
CONTENT
j Structural Competence {oral and written)
(a) Grammar.
(b) Usage.

{c) Word choice.

(d) Spelling.
(e} Punctuation.
(fy Pronunciation.
(g} Enunciation.
(h) Correcting errors and mistakes, revising and editing drafts.
FH Process of Communication
(a) Identifying the elements in the process (sender, message, channel receiver, feedback).
(k) Describing the process (conceptualizarion, encoding, selection of channels, decoding,

interpretarion, feedback).
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+ MODULE3: SPEANING AND WRITING (contd)

(c) Media, channels and technologies.

{d) Facilirators and barriers.

3; Forms of Communication

(a) Verbal (speech, writing).

(b) Non-verbal:
(i) body language (for example, gestures, posture, facial expression);
(ii) use of space;
(iii) use of ohjects;
(iv)  dress;
{v) graphics (charts; tables, diagrams);

(vi)  integrating forms for specific purposes and situations (practice cases, role play and

simulation]).
4. Contexts of Communication
(a) Intrapersonal (for example, thinking, solving problems, imagining).
ib) Interpersonal (for example, interviews, conversations, intimate communication).
(c) Small group (for example, leadership meetings, role-taking, goal setting).
(d) Organizational (for example, business, government, educational purposes).
(e) Academic (for example, essay, research paper).

(f Public (for example, speeches, debates).

{g) Intercultural (for example, communicating across social sub-groups, in tourism).
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¢+ MODULE3: SPEAKING AND WRITING [cont'd)

5, Types of Speaking and Writing
(a) Speaking:
(i) conversation;

(b)

(ii) short expository, persuasive and argumentative speeches.
Writing:
{i) reflective (for example, journals, diaries);

(ii) academic essays (for example, arsument, exposition, persuasion).

b. Organizing Skills (oral and written)

{a)

(b)

(c)

(d)

(e)

Introductions and conclusions.

Focus and emphasis (that is, defining scope; streamlining; placing and keeping central
ideas in the foreground; and highlighting).

Logical linkages (linkages within and between paragraphs [for example, the use of
transitional words like ‘although', * therefore’, and ‘however’; and variarion of sentence

structure to achieve coherencel).

Formatting (selecting and using particular styles of arrangement correctly, for example,
appropriate headings and sequences of headings for a short informal report).

Revising and editing drafts (via conferencing, peer-evaluation, self-evaluation).

Suggested Teaching and Learning Activities

To facilitate students’ attamment of the objectives tn Module 3, teachers are advised to engage students i the
following teaching and learming activities.

Teachers should stress that the written product, like any other, must go through a process leading to completion
arid students mist be able to identify the tools, which forge successful written communication. Show students how
to use the process approach to writing as illustrated by the followmg activities.
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¢ MODULE3: SPEAKING AND WRITING (contD)

Prewriting

Students can keep journals {a notebook) where they record thoughts, observations, and experiences.
These can serve as starting points or ideas for more extended writing.

Brainstorming can be done as an oral class activity where students pick a topic and try to exhaust it by
saying everything that comes to mind, The next step is to try to arrange the ideas logically and try to
connect them to the topic. Students can work in groups and create different combinations of ideas, which
would give different perspectives on the topic.

Clustering or Semantic mapping helps students organize ideas in wseful pattemns for later drafting.
Students write a general idea, then velated ideas, which connect to each other, as well as to the general
idea. They can create any physical design for their maps and present them om charts to their small group
or class. They cim challenge each other to defend the connections made between ideas,

Choose a broad topic and have students examine its treatment in two different publications or broadcasts.
Ask them to consider audience and purpose of each presentation. Have students narrow the topic and
write an appropriate thesis statement.

Writing and Revising

A

Students select a topic and try to create as many diffevent introductory sentences as possible, They can
discuss the type of sentences, the level of interest and practise rephrasing vague sentences.

Have students practise uninterrupted, sustained writing for a specified time from their pre-writing notes.
They should not pause to consider grammar, usage or mechanics at this point.

Help students develop checklists, which they can wse with peers or alone, to evaluate the content,
organization and language of the first draft. Let them choose partners or groups to discuss their writing.

Students must be instructed to concentrate on both strengths and wealknesses. At this point students must
concentrate on flusncy and elegance of writing.

Editing and Proof-reading

Have students form editing groups where they can use checklists to check grammar and mechanics in each
other's writing,

Mini lessons on problematic grammatical areas can be taught heve. Encourage studerits to research
spelling and grammatical rules themselves and discuss with peers.

Fos
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+ MODULE3: SPEAKING AND WRITING (cont'd]

Practice in Writing

10. Practical projects like class or group magazines facilitate the Writing Process and give students excellent
purpose for writing. Motivation is key to sustaining interest in producing written communication. Groups
can work on different collections, for example, short stories, anecdotes, spirational pieces and poems

according to interest.

L Ensure that school libravies allocate space for the displaying of student writing. Teachers should also
encourage the submission of pieces to local newspapers.

12. Written pieces can be shared orally. Some class time can be allocated to the daily reading, where students
read from their completed pieces of whatever genre. At this point the audience is required to simply listen
and respond appreciatively.

13. Teachers may wish to share your oun writing with students.

RESOURCES

Evanz, DD, People, Communication and Organizations, London: Pitman, (Chs. 2, 4, 8, 9,
14), 1990,

Lalla, B. English for Academic Purposes, St. Augustine: University of the West Indies,
Distance Education Unit, (Chs. 1, 3,5, 6, 7, 8, 9A, 9B, 10A, 10B), 1997.

O'Hair, D., Friedrch, G. Strategic Communication i Business and the Professions. Houghton Mifflin,

and Shaver, L. (Part 1: Chs, 1 and 2; Part 2;: Ch.5; Part 3: Chs. 7 and 8; Part 4: Chs. 13,
14, 15), 1995,

Simmons-MacDonald, H. Writmg in English: A Coursebook for Caribbean Students, Kingston: Tan

Fields, L. and Roberts, P. Randle, 1997,

Zeuschner, R Communicating Today, Beston : Allyn and Bacon, (Chs. 5 -17), 1997.
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¢ OUTLINE OF ASSESSMENT

EXTERNAL ASSESSMENT 80%

Written Papers - 4 hours

Paper 01A Ten compulsary short-response questions. 25%
(1 hour)
Paper 01B Four compulsery questions requiring short-response. 5%

(30 minutes)

Paper 02 Three compulsory questions requiring more depth of 50%

{ 2 hours 30 minutes} understanding than questions in Paper 01.

INTERNAL ASSESSMENT 20%
Paper 03A

A portfolio on a theme selected by the candidate and approved by the teacher.

Paper 03B

Private candidates are required to write Paper 03B, an Alternative Paper to the Intemnal Assessment Paper.
The details are on page 38.

MODERATION OF INTERNAL ASSESSMENT

An internal Assessment Record Sheet will be sent each year to schools submitring candidares for the
examinations.

All Intemal Assessment Record Sheers and samples of assignments must be submitted to CXC by May 31 of
the year of the examinarion. A sample of assipnments will be requested by CXC for moderation purposes.
These samples will be re-assessed by CXC Examiners who moderare the Internal Assessment. Teachers’ marks
may be adjusted as a result of moderation. The Examiners' comments will be sent to schools,

Copies of the candidates’ assignments must be retained by the school undl three months after publicadon by
CXC of the examination results.
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