[image: image1.jpg]408 R e om0 oSS e Cucationandskills s





…summarise

Being able to produce a shortened version of a text or several pieces of text is a very useful skill. It shows that you understand the main points.   If we read a newspaper or journal article and then tell someone else about  it, we are summarising. We also summarise when we speak to people to check our understanding: 'So what you are saying is...'
The aim of summary writing is to reduce a piece of text to about a third of its original length, using your own words.

Tips for summary writing
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Skim read the passage once quickly, to get a general idea of what it’s about.  Look at:

· title

· headings

· type of vocabulary used

· first line of each paragraph 

· key words

· last line of each paragraph

· illustrations.

2 Read it again carefully.

3 Highlight the main points.

4 Make some notes:

· pick out the main points

· use headings and key words.

5 Reread the passage and check that you’ve included all the main points. 

6 Write up your summary in your own words, using your notes and not the text.

7 Check your summary. 
Here is some information about sick leave.


Try this! 

Summarise the following passage, using the method on the previous page. Make sure you avoid repetition in your summary.

Write concisely

Here are some techniques for writing more concisely.

Cut out ‘dead’ words

Some words don’t contribute anything to a sentence and can be left out.

1 Where a second word repeats the meaning of the first word, e.g.

· He arrived tired and weary

· He has returned back to the hotel

· The reason why...is because

2 Where an adjective is added to a noun unnecessarily, e.g. 

· actual facts

· serious danger

3 Where an intensifier is added to a word that should not be intensified, e.g.

· absolutely perfect

· extremely dead

· totally unique

4 Where words are used to say something obvious, e.g. 
· As they strolled back the sun was setting in the west

5 Where phrases such as ‘of course’, ‘in order to’, ‘as you know’ are used   not precisely, but to pad out a sentence.

Try this! 

Cross out any unnecessary words in the following passage. 

Shorten roundabout expressions

This means using short and direct expressions rather than long-winded ones. For example:

1
Admission must be made of a certain lack of due carefulness on the part of our staff in this connection.

· We admit that our staff were careless.

2 I shall not be there, owing to the fact that I am ill.

· I shall not be there as I am ill.

Try this!

Express more concisely the meaning of the words underlined.

	1 No letter should be sent in handwriting that cannot be read.
	

	2 A scheme was proposed but it could not be put into practice.
	

	3 The new client was taken on with the full agreement of everyone present.
	

	4 One of the essential qualities of the new cleaning equipment is that it must be capable of being carried from place to place.
	

	5 The problem that presented itself seemed to be the one that could never be solved.
	


Find one word for each of the following:
Not capable of being heard     Not capable of being understood     Cannot be rubbed out

 Not capable of being explained      Not capable of being compared  

Write a summary in your own words from your notes.





Check it. 





Make notes.





Reread the passage and check   your notes. 








Highlight the main points.








Skim read the passage.





Read it carefully.





More British workers will call in sick on Monday 6th February than any other day of the year as staff begin to feel under stress at work yet are reluctant to use a day’s holiday so early in the year. 


A poll of 4,000 workers by Sky Travel found that 78% of staff are reluctant to use a day’s holiday until Spring and with no Bank Holidays in sight until Easter, many employees now feel completely justified in throwing a sickie, the poll claimed. 


Bigger workloads and anger at what is seen as an inadequate holiday allowance, with an average of 22 days, also lie behind the trend to skip work, while Monday is the most likely day of the week as workers choose to have an extended weekend.                                 (129 words)





More sickness around 6 Feb than any other time


Workers under stress 


Reluctant to use holiday


Sky Travel poll of 4,000 workers found:


78% reluctant to use day’s holiday till spring


staff feel justified in having a ‘sickie’


Bigger workloads and inadequate holiday (22 days) lie behind trend


Monday most likely day to take off 





Staff are most likely to take an unofficial day off on Monday 6th February. Workers feel stressed but won’t take a day’s holiday. A Sky Travel poll of 4,000 workers found 78% reluctant to use holiday days till spring. They feel justified taking a ‘sickie’. Bigger workloads and inadequate holidays are the problem.                                  (53 words)











Skim read





Read carefully





Highlight main points
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Read passage and check notes





Write summary





Check








The government is proposing to urge doctors to get patients off sick leave and back to work in response to a ‘sick-note’ culture. GPs will be asked to regard ‘returning to work’ as a key element in their treatment of patients. 


Every year 176 million days are lost through sick leave    (7.2 days per employee). This costs business £11 billion a year. A survey at the beginning of the year revealed that one in five requests for sick notes was false. GPs claimed that it was easier to write a note rather than to delve into patients’ affairs. It was recently estimated that there are 5.9 million employees out of work due to sickness at any one time.


Public sector employees are the worst offenders, taking an average of 11.6 days off per year, whilst private sector workers took an average of 7.8 days off. Women were found to take more days off than men.


Adapted from : http://www.idler.co.uk/journal/?p=10
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We offer the very highest best-quality furniture while providing absolutely top-notch personal one-to-one service, short lead times and exceptionally reasonable pricing. We have many, many years of combined experience over five decades in the industry. This means you will find yourself working with people who understand the process and the very special challenges and rewards that go along with it. We know you need a company you can count on at all times in the knowledge that the job will be done; we're here to help with all your furnishing requirements.


 











