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Leigh Technology Academy Literacy Guide:  

Introduction  
 

This guide sets out literacy standards for ever yone at the Leigh Technology 

Academy.   It gives a clear outline of the correct use of English in all subjects. It 

can be used as a guide for all assignments and tasks, as well as a source of 

support. It has been written to support students and staff in ens uring English is 

used correctly in all areas. It has sections on language, essay writing, writing 

techniques and literary terms.  
 

 

GENERAL TIPS  

Checking your work  
 

Work must always be planned and sometimes re -drafted completely. Be prepared to 
do at least  two drafts before your final one.  
 

Read and check:  
1.  Punctuation (especially full stops and capital letters)  
 Does each sentence make sense?  
2.  Spellings: check word endings especially.  
 Use pencil to underline any words you are not sure of. Look them up . Correct 

them.  
3.  Look for other ways to improve your first draft e.g. the vocabulary you use, the 

ways you express ideas. Using other punctuation.  
4.  Check you have done the task set. Keep looking back at the assignment 

 title.  

 

Understanding the abbrevi ations used in marking  
 
 

in margin  meaning  

Sp  Spelling mistake (word underlined/circled)  

T Tense incorrect ï e.g. stories should be in the past tense  

NS  or /  New Sentence: / shows sentence start.  

NP  or //  New paragraph: // shows paragraph start.  

 Thi s part is confusing.  

 Something left out, or where to add more writing.  

NSE   Non -Standard English: e.g. my mate  used instead of  my friend . 

 Other mistakes may be underlined or circled.  
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Words and their function in a sentence  
 

These are  the jobs words do in sentences. Words can do different jobs; so at 

different times they can be different parts of a sentence.  

 

Nouns  are naming words. e.g.:  dog, chair, Paul, book  

 

Pronouns : are the words that replace a noun, or that refer to a noun witho ut 

naming it directly.   

e.g.: She  got it  and gave it  to them .  

 

Proper nouns:  are words that name particular people, places and things; 

they therefore always have a capital letter e.g. Dartford, Callum, English,  

 

Collective nouns :  are the words or names g iven to a group of people or 

things.  

e.g. a herd of horses, a band  of thieves, a flock  of birds, a swarm  of bees  

 

Adjectives  are the words that describe nouns.  e.g.: blue  book, large  fields  

 

Verbs are doing or being words.  e.g.: run, drive, were, is, imagi ne  

 

Tenses:  
There are three main tenses in English:  

  PAST    PRESENT   FUTURE  

  (Yesterday)   (Today)    (Tomorrow)  

  I was    I am     I will be  

  I bought    I buy     I will buy  

 

Keep to the same tense in narratives (stories).  

N.B. Remember there are several more tenses in English. e.g. I have been to 

Paris, but I havenôt been to Euro Disney yet. This tense is called the present 

perfect.  

 

Adverbs:  are the words that describe verbs and often end in ïLY ( but not 

always!).  

e.g.: She ran quickly . He shouted loudl y.  They spoke fast . He worked hard.  

 

Conjunctions: are the words we use to join sentences together to make 

them more interesting.  

e.g.  The rain fell and  we all went home .  
 

 We went home but  we really enjoyed ourselves .  

 

This is why they should not be used  at the start of a sentence.  

There are lots more e.g. so, then, also é 
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Punctuation  
 

Sentences:   

 a) begin with a capital letter;  

 b) contain a noun or pronoun;  

 c) contain a verb in the past, present or future tense;  

 d) then must  end with a full stop. (Which is also found in  !  and ?)  

N.B. Sometimes you can have one word sentences ï for effect. e.g.  Bang!  
***  

Capital letters:  

mark the beginning of every sentence and are used with proper nouns (names 

of people, places, days of the week and months)  

   e.g. Dartford, Stephen, Spain, July, Saturday  
***  

Paragraphs:  

are used to divide your work. Each paragraph indicates a new topic or 

progression in the essay/story, for example a change in time. Key sentences 

indicate the subject of the paragraph. The first word in a new paragraph should 

be about 1 cm away from the margin. Do not leave lines in hand -written work. 

You must always use paragraphs in your work, whatever subject you are 

writing for.  
 

The second line below shows how to start a new paragraph:  

 

 

and  that meant it was the end of the holidays.  

 The first day of the new term arrived. We were standing outside the 

form room waiting to go in. Gasps of surprise came as we saw our new 

tutor. No one could believe it. Out worst nightmare had been realised.. 

Around the corner there walked, as if we  

 
***  

Speech marks:  

are used to show when people are speaking. You should use them to:  

a)  show the words actually spoken,  

b)  go only at the beginning  and the end  of what is said,  

c)  a comma separates speech from the r est of the sentence,  

d)  each new speaker begins on a new paragraph,  

e)  the first word spoken begins with a capital letter.  
 

There are three basic patterns to know:  

Pattern 1 :  ñWhatôs the problem?ò asked the mechanic. 

 Pattern 2 :  The man replied, ñThe engine wonôt start.ò 

Pattern 3 :  ñIt looks serious,ò said the mechanic, ñwe better take a  

    proper look!ò 

 
 

REMEMBER: every time there is a new speaker  you must start a new 

paragraph !  
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Punctuation continued  

 

Question marks:  

are used at the end of sentences  which ask a question:  

 e.g. : Where is my ruler?  
***  

Exclamation marks:  

Are used to indicate a strong emotion of shock, surprise, unhappiness etc., or a 

voice raised:  

 e.g. :  "No!" she cried.  
 

REMEMBER : Question and exclamation marks already have their  own full 

stop .  
***  

Commas:  

Are used to separate actions or adjectives in a sentence OR to separate items 

in a list:  

 e.g. He got up, scratched his head, looked at the time and went back to  

  bed.  

  I stopped, listened and carefully opened the door.  

  At  the supermarket I bought some bananas, tomatoes, and rice.    

  Buy some lovely, ripe, juicy pears!  

 

They are also used to mark off phrases from the rest of the sentence e.g.:  I 

am, secretly, in disguise.   

 

Note : if you leave the phrase out, the rest of th e sentence still makes sense.  

 

Do not use a comma where there should be a full stop!  
 

Colons :  

Are used to introduce a list or a set of details:  

  e.g.  That morning he ate: a dog, a cat, and a swordfish.  

They are also used to show you to expect more detai l:  

  e.g.  It was true: she had won the lottery.  
 

Semi - colons:  

are used to join two sentences, which are closely linked, together:  

e.g.: The bowl fell; it broke in pieces.  
 

 

 

APOSTROPHES and how to use them on the next pageé 
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Apostrophes:  
are used when a letter or group of letters is left out. The apostrophe goes 

where the missing letter/letters should be.  

 e.g. was not -  wasn't, did not -  didn't  
 

They are also used to show possession or ownership.  

 The apostrophe is placed on the word that does t he owning.  

 If there is one owner the apostrophe goes before the S:  

  e.g. The boy's books.  (One boy owning several books.)  

 If there is more than one owner, the apostrophe goes after the S:  

  e.g.  The girls' books.  (Several girls owning several books.)  

 

I mportant exceptions:  

It's  means it is  or it has  and does not indicate possession. (use its )  

Its  shows possession (there is no apostrophe)  

Who's  means who is  or who has  and does not indicate possession. (use 

whose )  

 

REMEMBER: If in doubt leave it out!  

 
___ ___________________________________________  

 
Spelling  

 

Always check your work with a dictionary, and learn difficult spellings which are 

noted in your planner. Write out spellings that your teacher has underlined in 

your work.  
 

Some basic rules:  
 

1.  i  bef ore e , except after c, e.g. believe  and deceive  

 (except: seize, seizure, weir, weird, protein, counterfeit, surfeit, forfeit)  
 

2.  Words which end in o, s, x, ch, sh and z -  add es  to form a plural  

  e.g. :  one match -  two matches  

  (except: pianos, photo s, sopranos -  i.e. foreign or abbreviated words)  
 

3.  Some words which end in f  or fe -  change these to v  and add  es to form a 

 plural.  

  e.g.:  one knife -  two knives ,  

 Exceptions -  add  s  to roof  and chief =  roofs, chiefs  
 

4.  Some words are the same in th e singular and in the plural:  

  e.g.  one sheep -  two sheep , -  also : deer, salmon, aircraft  
 

5.  Well  and full  drop an l  when added to a word e.g.: welfare , fulfil  
 

6.  All  joined to the beginning of a word becomes  al  e.g.: altogether  
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7.  Use a double conso nant  when adding ing  and  ed  suffixes to short vowel 

words  

  e.g. dig -  digging,  hop -  hopping  
 

8.  Take off the e  when adding  ing  and ed  to long vowel words  

 e.g.  hope -  hoping  
 

Same sound, different meaning -  (homophones)  
 

a)  1.  Their : means belonging to e xample: their house  

 2.  They're : is short for they are  

 3.  There : the here  in t here  reminds you this often refers to a place.  

  (Tip: Does the one you want mean either 1 or 2? If it doesn't then  

   use 3)  

  This may help you to remember: T heir  heir  to th e throne.  
 

b)  wh ether: like wh y, asks a question  

 wea ther: the climate of the ea rth  
 

c)  Quite : a small amount (an adverb):  e.g. It was quite bright.  

 Quiet : refers to sound (a noun or adjective):  (qui - et )  e.g. It was a quiet 

 night.  
 

d)  Here : is a place,  like t here  

 Hear : is what you do with your ear s 

 (There , w here , here  all refer to places)  

e)  Pairs of words are spelt with a C or an S. The C is the noun; the S is the 

 verb. e.g.:  

 You give advi ce but you advi se some one. You go to a practi ce, but you 

 practi se.  
 

f)  Station ary is when you st and still. Station ery includes envelopes.  

 Or:  station ary c ar -  station ery pap er 

 

What will help you remember difficult spellings? Mnemonics help you 

remember:  

ñThere is a double helping of S in dessert, of which you would like a double 

helping.ò 
 

ñAccomm odation: remember there are two cots and therefore two mattresses.ò 

 

NOTES:  
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Figures of speech  
(or figurative language)  

 

Simile :  
a)  often uses like  or as 

b)  compares two or more things  

 e.g.: Float like a butt erfly , sting like a bee . .. or As cold as charity .  
 

Alliteration :  
a)  words close  together  

b)  beginning with the same sound  

c)  but not  necessarily the same letter  

 e.g: Crafty cats, terrific twins,  , a fishing boat bobbing out at sea  
 

Metaphor:  
a)  does not  use like or as  

b)  changes a person or thing into another thing  

c)  is often not literally/really true.  

 e.g.: He drove me up the wall .  
 

An extended metaphor  refers to something by a metaphor, then keeps 

referring to it by the original metaphor:  

e.g There  was a tidal wave of people: they flooded into every corner of the 

store.....  

 

 Personification: Is a particular kind of metaphor: it changes a thing into 

a person or speaks of something which is not living as if it were alive or 

gives it human qualities. e.g.: Jack Frost  OR the tongues  of the flames  
 

Onomatopoeia:  
where the sound of the word is similar to the noise being described  

 e.g.: Splash,  hiss,  whisper  
 

Pun :  
 The use of a word suggesting two or more meanings. Advertisers and 

newspapers employ puns  as economical ways of introducing multiple 

meanings:  

 e.g.   A great  deal  in every department . (Allders Stores advertising 

 campaign)  

 Owen the saints. (news paper headline praising Michael Owenôs 

 performance in an important match)  
 

Hyperbole:   

Gross exa ggeration to make a point:  

 e.g.  He had  tonnes  of work to do.  
 

Euphemism:  
A pleasant way of saying something unpleasant:  

 e.g.  Where is the little boysô room?  

 Economical with the truth . (i.e. not telling the truth)  



Leigh Technology Academy ï Literacy Guide  - page 10] 

 

Paradox :  
at a superficial reading  it appears contradictory, but is nevertheless true:  

 e.g.  We live to die.  
 

Irony :  

Exists in the difference between what we expect or intend to happen and what 

happens, or a situation showing such a difference.  

e.g. a paramedic running somebody over, es pecially on the way to an 

 accident.  

OR:  Macbeth and Lady Macbethôs plans, or Romeo and Julietôs plans 

It is also used to pretend to give a compliment but in fact suggests the 

opposite to what is said:  

e.g.  He was the cleverest general that ever lost a  battle . (i.e. he was not 

 clever.)  

Furthermore it is used to suggest the opposite of what is being said,  

 e.g.: ñCharming!ò 
 

 Dramatic irony  -  using language that has one meaning for a privileged 

audience and another meaning for the person addressed or c oncerned, so 

that the audience might say, " Little does he know..."  

A good example of a situation where the audience understands the 

implications of what is being said better than the characters is at the start 

of the film Titanic , the main character thinks  heôs lucky because he has 

won tickets for the maiden voyage.  

 

 

Difference between this form of irony and sarcasm:  

Both intend to insult, hurt or ridicule their victims  

BUT: irony works indirectly though ñpretenceò; sarcasm is much more 

direct.  

 

Oxymoron :   

an apparent contradiction in a phrase:  

e.g.  Parting is such sweet  sorrow . OR ñI canôt stand sitting down!ò 

 

Rhetorical question :   

does not expect an answer, is often a strong statement used to gain 

agreement. Eg: Who cares that two thirds of the world i s starving?  

 

You must know and use these figures of speech appropriately to achieve the 

higher grades. There are several mnemonics to help you remember these 

figures of speech.  
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Some other useful words to know  

 

Vowels :  

are the letters: A E I O U . In  English two vowel sounds one immediately after 

the other, such as in "a apple", is avoided by using an  instead: "an apple"  

 

Consonants :  

all the other letters of the alphabet, apart from AEIOU.  

 

Syllables :  

The smallest unit of pronunciation produced by a  single breath. They are like 

beats  in a word:   

 e.g. in biggest  there are two: big -gest.  

 

Prefix :  

letters added to the beginning of a word          

 e.g. dis  added to appear  makes disappear  

 

Suffix :   

letters added at the end of a word e.g. ed  added to walk  makes walked  

 

Phrase :  

part of a sentence which does not contain a finite verb:  

 e.g.  On the other hand , listen to this.  

 

Clause :  

is a sentence forming part of a larger sentence:  

 e.g. I will wait till she returns .  

 

Subordinate clause:  

is a clause t hat gives additional information in a sentence.  

 e.g: The dwarves, panting with exhaustion , ran into the cave.  

 

Imagery :  

  creates vivid pictures or sensations in the mind by likening one thing to another; it 

includes metaphors and similes.  

 

Symbol :  

  an object or set of objects that stands for some idea.  

   e.g. the cross being a symbol for Christianity.  

 

Allegory :  

  a story which carries another and deeper meaning -  the story stands for something 

else  

   e.g. Animal Farm  for the Russian Revolution.  

 

Assonance :  

repetition of the same vowel sounds in words  

 e.g. And in the stream the long - leaved flowers weep .  
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Sibilance : repetition of s  sounds  
 

First person narrative :  

is told by the main character -  

 e.g ñDear Reader, I married him.ò Because they are close to the action, 

 they are more involved and may be unreliable.  
 

Direct quotation : the exact words of a text, which uses quotation marks.  
 

Indirect quotation : describes or lists objects or features as evidence to make 

a point.  

e.g in Media Studies r eferring to an actorôs movements or how a camera is 

used. This is not the exact words of a character or of a text, so does not use 

quotation marks.  
 

Figurative or  Metaphysical Langauge : both terms refer to such things as 

similes, metaphors and alliteration  etc.  
 

Rhetorical Language : is the language of persuasion used by advertisers and 

politicians.  

 

_______________________________________________________________  

 

NOTES:  
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Essay writing and  
original writing  

 

 

There are two basic types of writing:  

Argument e ssays : literature , history , geography  and RE essays.  

Original writing  or narratives: made up and those that really happened.  

 

 

Both need planning to collect  and organise  the ideas  -  then drafted and 

corrected to improve how youôve written. 
 

Literature (or  argument) essays  
(For literature, history, geography and RE essays)  

 

Literature, or argument essays are pieces of writing where you present an 

argument -  i.e. your point of view -  backed by evidence. They must always 

have:  

 

1. An introduction: introduce y our subject, explain definitions ï briefly.  

 

2. An argument : a minimum of three or four paragraphs  -  depending on the 

essay)  

 

3. A conclusion:  give  briefly your most important arguments or an overview -  

add no new ideas . The conclusion ties the essay toget her. Some people write 

the conclusion first when doing their first draft.  

In each and every paragraph of the argument you must:  

 

 

POINT:  

to the question set in the title.  

This is the topic sentence  

In a plan -  often stated in a 

single word. A sentence in a n 

essay.  

 

EVIDENCE:  

evidence -  quotation, facts, 

other viewpoints  

No more than a sentence 

perhaps a word or two  

 

EXPLAIN:  

Why  it happened ,  

What  you think about it,  

How  it made you feel (if 

appropriate)  

What  others think about it  

 

 

most of the paragraph  

 

Paragraphs begin with a topic sentence  stating what the paragraph will be 

about. It is where you make a judgement or give your opinion to answer  part 

of the question/task in the essay title.  

 

Always plan ...  
 
 
 
 

STORIES 
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(Argument essays  -  for literature, histo ry, geography and RE essays) 

continued  
 
Plan  to catch your ideas before they escape. Write P E E  in the margin (but only in 
your first draft!), and use as few words as possible. When you change things you will 
not have to write too much. e.g.  
 
ESSAY TITLE     The arguments for an argument against school uniform  
     P Cost  
PLAN     E blazer = £50, trousers = £25 -30, shoes £50  
     E a lot of money, or cheap  
 
This will then be written up along the following lines:  
 
 

 

 

 

 

 

 

 

  

 
 
 
 
Remember:  
¶ Avoid in troductions which begin:  In this essay I am going to write about  ï this 

is waffle.  
 
¶ Use real  quotes  must be the actual words of the source or book, have 
ñquotation marksò and be as short as possible, but still make sense. Use three 
dots é (elision) to show missed words.  

 
¶ With indirect quotation, you do not use quotation marks.  

 
¶ Data  must be accurate -  check if you need to say where facts and figures come 

from.  
 
N.B :  The idea of Point ï Evidence/Quote -  Explain is a simplified version of what is 

expected, bu t provides a beginning for developing analytical skills. More 
often the pattern found in essays will be along the lines of:  

  Point ï Evidence/Quote -  Explain ï Evidence/Quote -  Explain  
   and even this is a simplification.  

 

 

 

 

 

Original writing  

School uniform is something that is peculiar to Britain. Some argue that it 

erases identity, others that it promotes it. It often finds favour with those 

who donôt wear it and is a source of embarrassment to those who do. 

 One thing of which there can be no doubt is the cost. A very 

ordinary school blazer costs fifty to sixty pounds, the trousers twenty- five 

to thirty pounds and the shoes another fifty pounds. It will be argued that 

this is inexpensive given the price of clothes today ï but these are not 

exactly fashion items, and nobody in their right mind wants to wear them 

out of school - which is where the real expense lies. On the other hand it 

will be argued that.... 

EXPLAIN 

EVIDENCE 

or QUOTE 

POINT  

INTRODUCTION 
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¶ A piece of original writing is never just a series of events.  
¶ It has to have interest  which comes through character  and setting .  
¶ You are assessed on your ability to use language for effect  e.g. how well you 

describe a person, or an event or capture mood and atmos phere. This is far 
more important than what happens, which is relatively unimportant.  

 
RULES :  

1.  Never just start writing.  
2.  Plan your work briefly.  
3.  Keep the story simple.  

4.  Use the  Five Point Plan , or a variation on it.  
 
 

 Five Point P lan for original writing  
1.  SETTING   
You have choices: town/country? Past/present? Weather? Which country?  
2.  CHARACTER   
You have choices: features? Clothes? Personal qualities? Age? Job?  
3.  DISTURBANCE   
You have choices: what happens out of the ordinary?  
4.  WHAT HAPPENS NEXT  
You have choic es: what happens as a result of the disturbance?.  
5.  THE CONCLUSION   

  You have choices: how do things eventually turn out? Return to normal?  
 

 Improving your writing:  
 It is not just what  happened but how  it happened. Change what to how   using  
 Descriptive l anguage: adjectives and adverbs, and  
 Figurative language: simile, metaphor, personification, onomatopoeia etc.  
 

 

 

N.B. Remember that your style of writing will change when writing for different 
audiences  or purposes.   
Different purposes  for writing are: Writing to  argue, persuade, advise, explain, 
inform  or describe .  
Different audiences  (reasons) for writing are: a letter, a newspaper article, a 
speech, a leaflet.  
 

Beginning 

Middle 

End 

CONTENT and STYLE 
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Writing to argue, persuade, advise  
OR Writing to explain, describe or inform or describe  -   

 

You use different styles and devices when writing for different reasons  

For example when you:  
 

¶ write to argue  you might use rhetorical questions, repetition for 

emphasis, a few facts to back your argument or even some figurative 

language. You should give both sides of the argument, ending with the 

side that you agree with.  

 

¶ write to persuade  you might use emotive language (appeal to the 

readerôs feelings), rhetorical questions, repetition for emphasis and 

figurative language. You donôt need to give the other point of view when 

youôre writing to persuade 

 

¶ write to advise  you will be using modal verbs ï will, would, can, could, 

may, might ï and you will need to be clear and straight forward in your 

writing. A little bit of humour is a good idea too.  

 

¶ wri te to explain  you should use clear, straight forward language. The 5 

Ws might be useful.  

 

¶ write to inform  you will be using the 5 Ws; and maybe the 5 senses to 

communicate what you need to say.  

 

¶ write to describe  you will be using lots of descriptive vocab ulary, the 5 

senses and figurative language.  
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Reading and understanding media texts  

 
 

¶ Newspaper articles, advertisements and leaflets have to attract attention 

quickly.  

¶ Work goes into deciding how a text should be put together so it ha s impact.  

¶ When you read a media text you need to think about how it affects the 

reader.  
 

 

The English GCSE exam will test you on how well you can óreadô a media text. 
 

Check - list for reading a media text  

 

Headings  

Think: How does the heading grab my atte ntion and why does it make me 

want to read on? Remember:  

a  A bigger heading will be more noticeable than a smaller one.  

b  The wording is important.  

-  Is it jokey ? If so, is the text light -hearted.  

-  Is it puzzling ? People will read on to find out what it is about.  

-  Is it serious ? If so, it might suggest that the text is serious, too.  

-  Does it shock or startle ? We love to read things which astonish us.  
 

Subheadings  

These break up the text. They work like headings to attract your attention. 

They can:  

-  help find your way around the text  

-  draw attention to a particular part of the text.  
 

Illustrations  

These include photographs, drawings and diagrams. When you look at 

illustrations, you should notice:  

a size   

-  The bigger an illustration is, the more noticeable it will be.  

b position  on the page.  

-  The top or middle is the first part of the text you see.  

-  The bottom of the page has less impact.  

-  Does it matter what the picture is next to?  

-  What the picture shows :  

¶ What is the picture making you not ice?  

¶ How does this tie in with the text?  
 

Captions  

These are written under a picture. They may:  

¶ tell you what is in the picture  

¶ tell you what the author wants you to notice  

¶ give extra information  

¶ comment on the picture.  
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Text  

 When you look at what is  written you should look at:  

-  what is said  

-  how it is said.  

The choice of words  and details  will be very important.  
 

Order  

The order in which information is given is very important.  

Texts are carefully planned. You should look at how the most important  

information is brought to your attention by asking yourself:  

-  where is it?  

-  how does the information fit together?  

-  how does the information build up its impact?  
 

Tone  

The best way to work out the tone of a piece is to see what ótone of voiceô the 

writer has written it in. You are really looking at the writerôs style and deciding 

what the overall effect is. For instance, is the tone:  

-  light -hearted?  

-  mocking?  

-  serious?  

-  persuasive?  
 

Appearance  

Paragraphs, words and pictures are drawn to our atte ntion if they are made to 

stand out against the rest of the text. This can be done by using different kinds 

of print, colour, shading, framing, etc.  

Ask yourself why the author wanted to draw your attention to each feature 

highlighted in this way.  

 

NOTES  
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Reading and understanding advertisements  
 

Advertisements are a special kind of media text. You should begin by working 

out these five things:  

 

Who is the  advertiser?  

Look for a logo, name, address, or a well -known slogan or image.  

 

Who  is the intended  audience?  

Advertisements are made to reach a particular audience. What information can 

you work out about them, for example: age group, interests, life -style, wealth, 

background, etc.?  

 

What is its  purpose?  

An advertisement might try to m ake you buy, do, or believe something.  

 

What is its  message?  

This is what the advertisement is telling you. For instance, the message could 

be about the product (óThese are the best trainers you can buyô), or what the 

product will do for you (óThis will make you really desirableô). 

 

What is its  appeal?  

Most advertisements appeal to a desire or feeling, such as: the desire to be 

popular or to win, our worries or fears, our sense of compassion, our respect 

for experts or our sense of humour.  

Advertisements u sually suggest that their product will give readers just what 

they are looking for.  

You should always look at advertisements with an analytical eye.  
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Media ï the moving image  

 

Term  Definition/use  

straight-on camera angle the most common ï the ñnormò. 

high camera angle Positions us 'looking down' on the scene. Used to make a 

character appear small and powerless. 

low camera angle Positions us as 'looking up' at the scene. Characters appear large 

and powerful. 

extreme long shot (ELS) Frames landscapes: human figure is barely visible. 

Establishing Shot Long Shot or Extreme Long Shot to set location, mood. 

long shot (LS) Character at a distance, shown whole with space above and below. 

Focuses on the character and their surroundings. 

medium shot (MS) 

or mid shot 
Character from the knees or waist up or full length seated. Shows 

the relation between two characters. 

close-up (CU) Extreme detail or facial expressions. Character framed from 

beneath the shoulders with space left above head. Shows 

character's emotions being the only thing on the screen. 

extreme close-up (ECU) Shows part of the head, the area from the lips to the eyes, for 

highly emotional shots to increase dramatic effect. 

over-the-shoulder shot A shot made from over-the-shoulder of a character, focusing on 

what he or she is seeing. 

point-of-view shot (POV) Seen from the character's point of view. 

Fade in From blank screen to action. 

Fade out From action to a blank screen. 

Dissolve One image gradually replaces a previous image. 

Wipe One image replaces another as if being wiped away. 

Cut to One image replaces another immediately. 

Pan Camera moves right to left or left to right. 

Tilt Camera moves up and down or down and up. 

Track Camera moves with action. 

Soft Focus No sharp images: flatters ï suggests past, romance etc. 

Shot duration How long a shot lasts. The quicker the shot, the more information, the 

greater the pace, more exciting - can confuse. 

Framing A shot which suggests how the action might be viewed. 

Colour Are the colours natural, or do they suggest a different world? 

Black and white Suggests a documentary: may indicate a mournful atmosphere. 

Lighting How contrasts used: dark or light. What this suggests. 

Wide Screen In pop videos suggests an expensive, big budget film. 

Traditional Elements Narrative, Setting, Character, Conflict, Resolution. 

Time speeds up or slows down. 

Star What qualities/expectations do they bring to the video/film? 

Performance Pop Videos show elements of a stage act. 

Documentary Pop Videos and Film use documentary elements for effect. 

Foregrounding Techniques to make an aspect of the image stand out. 

Editing The way the different parts of the film are put together. 

New Technology Techniques unavailable to traditional film-makers ï eg background and 

main character at different speeds. 

Iconography Use of stereotypes eg blonde bombshell, rebel, etc 

Hook Involves the listener / viewer so they become involved. 



Leigh Technology Academy ï Literacy Guide  - page 21] 

Understanding ideas in Shakespeareôs plays 
 

Shakespeare wrote abou t human behaviour and feelings, using very rich language; his 
words are full of double meanings, metaphors and similes, and his plays have a lot of 
humour in them.  
Shakespeare wrote plays that were part of a tradition. Part of this tradition was the 
belie f in The Great Chain of Being.  This was a rank order of the Universe (rather like a 
league table) showing how all of creation was linked. The following is a simplification 
of a complicated system that explained ñGodôs Providenceò or why things were as they 
were.  
 

 
         GOD  
 
  

 angels     devils    
 
 

  priests     witches   
  
  
   lambs     snakes  
 
 
   corn      toadstools  
 
 
   air      arsenic  
 
 

 
 

This was the Natural Order . One part depended on another. If this order were 
ignored or changed, disorder wo uld result.  

 

Godôs universe was divided between good and evil and there was a constant battle 
between the two. The diagram explaining this order and shows key words associated 
with good and evil, order and disorder.  
 

PATTERNS IN SHAKESPEARE :  
 

Authority Fig ure : tries to keep order ï is a good person of moral stature.  
 

Vice Figure : tries to create disorder ï is a bad person who is without morals.  
 

Shakespeareôs plays also explore the human nature behind these ideas ï or why 
people act as they do.  

Life was sho rt, and death was all around them, many people died young. People 
believed in God and were concerned with leading good lives in order to avoid Hell. The 
plays were designed to entertain, but were also meant to be moral and thought -
provoking, to appeal to a  wide audience.  

There was also a battle within individuals: between reason  which they had in 
common with angels, and passions , which they had in common with animals. Events 
could be further complicated by Fate  over which there was no control.  

 
 

Right 
Good 
Order 

Natural 
Light 

Left 
Evil 

Chaos 
Unnatural 

Dark 
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Oral  assignments: researching and reporting  
 
Oral assignments are often required, for both work and studies.. Remember:  
¶ To suit the task to audience and purpose.  
¶ To speak clearly, making constant eye contact.  
¶ To be concise and to the point.  
 
The task  
You may be given a very specific area to research, or be given "an item of news" or an 
open choice. You will need to research the subject (or subjects). The process you go 
through is the same in every case.  
 
Research : gather information from many sources, not just  one. Use the school library 
as well as the Internet. Look at information books and also newspapers, and 
magazines. You may also find information from TV and radio news broadcasts, as well 
as  TV documentaries.  
 
Decide : for all your sources, and especially  newspapers, which is FACT and OPINION 
and RUMOUR. (How are these different?) Different newspapers have different angles: 
some take a human - interest approach, others are political etc.  
 
Digest  the information you have found: use words and phrases, not comp lete 
sentences. Cut the information down to the barest bones so that it is in your own 
words (except for quotes).  
 
Optional -  set yourself a question  that you need to answer e.g. Would banning 
cigarettes be a good or a bad thing?  
 
Develop  your ideas , and e xplain the implications of the facts you have found:  

Point to the question you have set yourself,  
Use Evidence or quote  the facts you have found and  
Explain  what these facts mean and suggest might happen, for example:  

 
P good to ban cigarettes  
E causes X  number of fatalities every year, costs the NHS X number of pounds and 

X number of people great distress  
E problem: if banned would lead to more problems because..  
 
Develop the ideas as fully as you would in a Literature or Argument essay. Once you 
have fi nished doing this:  
 
Transfer  this information onto a series of cards (or a sheet of A4 paper) where you 
use Facts and Key Words only  
 
Practise  giving the talk -  you must make eye -contact or it is a reading not a talk. 
Time yourself. Make sure you keep wit hin the time limits given.  

 
 

 
 
 
 
 
 

Basic English Skills ï check list  
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Reading Skills  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REMEMBER: These are life long skills, we can always get better.  
 

 

 

 

 

 

 
 

Basic English Skills ï check list  
 

 
 

 

almost  

 

YES 

INFORMATION RETRIEVAL    

Picking specific information in a text.    

Writing about specific information in a text.    

Writing about specific information i n a text, and use 

quotes to back up what Iôve said. 

  

   

FACTS AND OPINIONS    

Knowing the difference between a fact and an opinion.    

Recognising a fact or an opinion in a text, and 

explaining WHY it has been used.  

  

Writing about particular facts and  opinions in a text, and 

saying why they have been used.  

  

   

PRESENTATIONAL DEVICES    

Knowing the 5 main presentational devices that are 

used in a media text, and being able to pick them out.  

  

Writing about each presentational device, and saying 

WHY they have been used.  

  

   

LINGUISTIC (LANGUAGE) DEVICES or HOW 

WORDS ARE USED  

  

Recognising at least 4 kinds of linguistic/language 

devices (alliteration, similes, metaphors, rule of three).  

  

Recognising at least 8 kinds of linguistic/language 

devices  (alliteration, similes, metaphors, rule of three, 

pun, irony/sarcasm, rhetorical questions, onomatopoeia,  

oxymoron, hyperbole, euphemism).  

  

Writing about different linguistic/language devices and 

say WHY they have been used in a text.  
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Writing Skills  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REMEMBER: These are life long skills, we can always get better.  

 

 

 

 
 
 
 

Reading ï What is in a novel?  

 
 

 

almost  

 

YES 

VOCABULARY    

Confident in using a wide range of vocabulary.    

   

PUNCTUATION    

Using at leas t 5 different bits of punctuation ï comma, 

full stop, semi -colon, exclamation mark, question 

mark, speech mark, colon ï with confidence.  

  

   

SENTENCE STRUCTURES    

Using simple and complex sentences in my writing 

(shorter and longer ones)  

  

Using simpl e, complex and compound sentences in my 

writing (shorter, longer and complicated ones)  

  

Confident in using a range of sentence structures in 

my writing, in order to create different effects.  

  

   

LINGUISTIC DEVICES    

Using at least 3 different lingui stic/language devices in 

my writing ï rhetorical questions, rule of three, 

metaphors, similes, humour etc.  

  

Using at least 5 different linguistic/language devices in 

my writing ï rhetorical questions, rule of three, 

metaphors, similes, humour, onomatopoe ia, 

alliteration etc.  

  

   

WRITING FOR DIFFERENT PURPOSES    

Confident in writing to argue    

Confident  in writing to persuade    

Confident in writing to advise    

Confident  in writing to inform    

Confident  in writing to describe    

Confident in writ ing to explain    
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Reading is one of the most effective methods of learning and improving in 

English. One should read a variety of different types of books by different 

authors. There are many lists of books to read; try the Man Booker Prize list, 

or the Orange, or Whitbread Prize lists.  

 

One can consider the following when reading:  

 

Characters :  They come to life, have th eir own motives, are true to life and 

believable -  or not.  

 

Plot :    The order of the events as told in the book.  

 

Story :    The order in which events would really happen in real life. Are 

events in their proper order, or does the book use for example 

"flas hback"?  

 

Oppositions :  Is there a good and a bad character, is the story about life 

and death, good versus evil etc.?  

 

Issues:     Does the book deal with an issue? To what conclusions does it 

lead?  

 

Authorial techniques :  Awareness of how authors deliberatel y involve the 

reader  

    Using mystery, strong characters, excitement, historical settings,  

    viewpoint, cliff -hangers etc.  

 

Viewpoint :   Through whose eyes is the story told? How does this alter 

our  view of what happens?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selective Readi ng List  




