MODULE 1

GLOSSARY

	Acronym
	A word formed from initials; or parts of several words, for example ‘NATO’, from the initial letters of ‘North Atlantic Treaty Organisation'



	Aerial photography
	Refers to a particular type of photo that is taken from an aeroplane



	Agenda
	A reason for meeting and a list of items that need to be discussed in order to fulfil its purpose



	Ambiguous words
	Words that have more than one meaning

	Argumentative
	To argue is to present your opinions in a one-sided manner Argumentative texts are intended to persuade and convince the audience of your opinion 



	Assessment 
	A structured process for gathering evidence and making judgements about an individual's performance in relation to registered, national standards

	Assessment guide
	A document that sets out what will be assessed, and what evidence needs to be generated

	Assessment plan
	A document used to plan the assessment process

	Assessment process
	Incorporates all activities that form part of the assessment

	Attitude
	A personal view of something; an opinion or general feeling about something



	Audience
	The reader or ‘consumer’ of the text



	Bar graph
	A graphic representation where vertical or horizontal bars or columns represent some information



	Belief
	The acceptance of the truth of something; acceptance by the mind that something is true or real, and is often based on an emotional or spiritual sense of certainty



	Bias
	An unfair preference for or dislike of something



	Body language
	Also sometimes referred to as nonverbal communication. Our gestures, facial expressions, mannerisms, and the way we hold ourselves convey a number of messages to our audience.


	Brainstorming
	A process that encourages creative thinking; where a group of people gets together just to make suggestions about a topic

	Cartoon
	A sequence of drawings that tell a short story. They are often humorous and, published in a newspaper or magazine.


	Categorising
	Sorting your research information into groups that work methodically

	Classifying
	Involves sorting your research material into known, fixed classes



	Coaching
	A training method in which an experienced individual guides the learner towards acquiring specific skills

	Code switching
	Using either a formal or informal register and we swap between the two depending on who our audience is


	Coherent
	When your communication is coherent, it is logical. All points are connected and relevant to the main topic.


	Colloquialism
	An informal expression; an informal word or phrase that is more usual in conversation than in formal speech or writing



	Competent 
	Learners are declared competent when they meet the outcomes of the unit standard

	Complex term
	A  word made up of more than one word in order to combine two ideas together



	Compound
	Two simple sentences that are joined by using a common joining word



	Concise
	This means that you stick to the point and keep it brief. Use fewer words rather than more.


	Concrete
	When your message is concrete, it means that the reader has a clear picture of what you are telling them



	Consistency
	The ability to maintain a particular standard or repeat a particular task with as little difference as possible



	Context
	The text surrounding a word or passage; the words, phrases, or passages that come before and after a particular word or passage in a speech or piece of writing



	Contextualising
	Placing a text in its historical, biographical, and cultural contexts



	Continuity
	Continuity refers to the flow of something e.g. Your presentation 



	Convention
	The term convention is used where there is a generally accepted usage or practice



	Courteous
	Having good manners



	Cue
	

	Debate (verb)
	To talk or argue about an issue



	Descriptive
	A style of writing which can be useful for a variety of purposes in order to paint a picture with words It aims to show rather than tell the reader what something/someone is like, and uses careful chosen words to describe something in detail in order to create a response or understanding The term “in mind’s eye” can be used as this is what it sets out to do – describe something for the reader to “see”



	Diagram
	A  simple explanatory drawing that shows the basic shape, layout, or workings of something in order to explain it (also called schema)



	Dialect
	A regional variety of language, with differences in vocabulary, grammar, and pronunciation



	Discursive
	Writing that tries to give both sides of a topic or issue. The way it is written covers all aspects or points of view by going back and forth.


	Distortion
	Misleading alteration; the altering (changing) of information in such a way that the audience is misinformed or misled



	Draft
	A preliminary version of a piece of writing such as a speech, essay, or report In other words it is the work we do before we actually complete a piece of text



	Drawing
	An outline picture; that is, a picture of something made with a pencil, pen or crayon, and that usually consist of lines



	Executive summary
	A summary and outline of your main findings including context, purpose, objectives, methods, main results, conclusions and recommendations for whoever is reading the document 



	Exposition
	A type of oral or written communication that is used to explain, describe and give information. The person who is writing wants to fully explain something and assumes that the reader does not have knowledge or prior understanding of the topic that is being discussed.


	Fact
	Something that actually exists; reality; truth: "Your fears have no basis in fact"

Something known to exist or to have happened



	Figurative language
	Language that is not literal. Literal is the actual meaning of the word, so figurative language means using language that contains a non-literal meaning



	Format
	The structure of something; the way in which something is presented, organised, or arranged



	Formative assessment
	Refers to the assessment that takes place during the process of learning. The assessment provides an indication of how the learning is progressing. Additional training needs may be identified during the process.

	Framing
	When you use a frame within the restricted area of your camera lens, such as taking a photo through a window onto a subject



	Glossary
	This is an alphabetical list of the specialised or technical terms used in that book that are listed at the back of the book



	Graphic communication


	Tells us information at a glance and is often a more effective way to communicate than words Devices such as pictures, drawings, photographs, aerial photographs, mind maps, maps, schema, bar graphs, pie charts, illustrations, cartoons and diagrams



	Group analysis
	Takes place after a brainstorming session, when the group looks again the brainstorming suggestions that have been recorded and starts to analyse these ideas



	Heavy industries
	Those industries that produce basic materials, such as steel



	Hyperbole
	Exaggeration; it is deliberate and obvious exaggeration that is used for effect



	Illustration
	A general term that refers to the picture that complements a text An illustration can be a drawing, a photograph, or a diagram that accompanies and complements a printed, spoken, or electronic text



	Intentions
	The aim or objective of something; something that somebody plans to do or achieve



	Interaction
	What happens between you and members of the audience

	Intercultural communication


	

	Internet
	 A network of electronic communication

	Internet survey
	Internet surveys are also a practical option and there are many free websites that allow you to put your questions online and e-mail them to a set of the population



	Irony
	A type of humorous technique that is based on using words to suggest the opposite of their literal meaning



	Jargon
	Specialist language; it is language that is used by a particular group, profession, or culture, especially when the words and phrases are not understood or used by other people



	Keywords
	The most important words in a particular context

	Learnership
	A learnership is a work-based approach to learning and gaining qualifications and includes both structured work experience (practical) and structured learning (theory)

	Learning resource
	When we use any resource to get information, it becomes a learning resource


	Light industries
	Industries that produce goods such as computer parts



	Literature review
	Where you will refer to all the authors and other contributors to your particular topic



	Logical sequence
	The way ideas follow one another in a way that makes sense to the reader



	Logistics
	Organising the movement of products or parts from one location to another 



	Manipulate
	To control or influence somebody or something in a clever or devious way It can also mean to change or present something in a way that is false but personally advantageous



	Manufacturing
	Any process in which materials or items are brought together and work is performed on them to make a saleable product



	Map
	Map can be defined as a geographical diagram; it is a visual representation that can show all or part of the Earth’s surface with many of its geographical features, urban areas, roads, and other details



	Medium industries
	Industries that produce items such as cars



	Mentor 
	A multi-skilled individual who serves as a sponsor, teacher, coach, sounding board and counsellor

	Mind map
	A scheme or plan which takes selected information in point-form and arranges it on a page, in a way that shows how the points are related to each other



	Minutes
	The official written record of who was present at the meeting and what was said by people at the meeting; it will also record decisions made for action to be taken



	Mnemonic
	(Said “nemonic”) A word or sentence which spells out the letters (or the first letters in the names) that we are trying to remember



	Moderation
	A process of review that confirms that processes that have been followed are valid, consistent, fair and adequate

	Motion
	A proposal that is put to the meeting regarding an action or in order to show a certain attitude



	Narrative
	To narrate is to tell a story; it tells a sequence of events (how things happened in a particular order). Narration is not necessarily factual and may be written from the perspective of a character in the text.


	Negotiate
	To discuss terms of an agreement; to attempt to come to an agreement on something through discussion and compromise



	Neologism
	A new word or meaning, or a recently coined word or phrase



	Notice of meeting
	An  oral or written communication that indicates the intention to hold a meeting; it will usually also stipulate the date, time and venue of the meeting



	Objective
	When a statement is objective, it means that it is free of bias or prejudice that are caused by personal feelings

	Occupational environment
	This environment in which we work



	Offensive language
	Language which is upsetting, insulting, or irritating; it is language that causes anger, resentment, or moral outrage



	Omitting
	Omitting (leaving out)



	Opinion
	A belief or judgment that rests on grounds insufficient to produce complete certainty

A personal view, attitude, or appraisal



	Paraphrase
	To rephrase and simplify; to restate something using other words, especially in order to make it simpler or shorter



	Parastatal
	State-owned companies. The best known examples are Transnet of which SAA is a subsidiary.


	Perception
	How we understand or see situations and people as a result of our personal desires, views and values 



	Perceptual barriers
	Situations in which people struggle to communicate well as a result of these differences

	Personal interviews
	During personal interviews one person interviews another person to obtain personal or detailed information



	Perspective (photography)
	This is the manner in which the photographer views the objects in the camera frame depending on where he or she places the camera



	Pictures
	Something that is drawn or painted; a shape or set of shapes and lines that have been drawn, painted or printed on paper, canvas or some other flat surface, especially shapes that represent a recognisable form or object



	Pie chart
	A graphic representation of data in the form of a circle or pie, which is divided into wedges



	Point of order
	A way of calling the attention of the Chairperson to the fact that you think an irregularity in procedure has taken place



	Point of view
	Someone's personal opinion on a subject, shaped by his or her own character and experience



	Primary industries
	Eg  agriculture and mining 

	Print resources
	Resources that are printed on paper

	Protocols
	Unwritten rules or guidelines that are peculiar to every culture or organisation, and are supposed to be observed by all parties when they do business, entertain, negotiate, are involved in politics, etc



	Punctuation
	The use of punctuation marks, eg Full stops, commas, etc Is critical to the reader as it helps us for example to know when to pause, when to stop and when people are speaking



	Qualifications
	A group of unit standards that have been clustered together to make up a registered qualification There are 3 types of qualifications on the NQF: certificates (120cr), diplomas (240cr) and degree (360cr)

	Reflective
	A personal response to an experience, situations, events or new information It is an internal process of digesting information and writing down your reaction to it



	Register (of language use)
	Means language of a type that is used in particular social situations or when communicating with a particular set of people



	Reliability
	The extent to which the text is likely to be accurate; the extent to which text may be trusted to be accurate, correct or to provide a correct result



	Sarcasm
	"Cutting" language: remarks that mean the opposite of what they seem to say and are intended to mock or ridicule, or make fun of something or someone



	Satire
	The use of wit – especially irony, sarcasm, and ridicule – to attack people's evils and stupidity



	Scanning
	Reading a text very quickly but this time you are looking for something specific, and so you are allowing the eye to pass quickly over the page while looking for a particular item

	Secondary industries
	Manufacturing and production

	Sensationalism
	The use of shocking material; the practice of emphasising the most horrifying, shocking, and emotive aspects of anything under discussion or investigation, especially by the media



	Simple sentence
	A sentence that contains a single verb



	Skills programmes
	Occupationally based learning intervention that uses providers to train learners towards the achievement of national unit standards

	Skimming
	The technique of running our eyes over a text very quickly in order to get the general idea of the content

	Slang
	An informal manner of speech Slang can be defined in two ways, firstly as very casual speech or writing when words, or expressions, are casual, or playful replacements for standard ones



	Summarise
	To make a summary; to make or give a shortened version of something that has been said or written, stating its main points



	Summative assessment
	Occurs at the end of the learning process Evidence is gathered and an assessment is made as to whether a learner has met requirements for competence

	Syntax
	The organisation of words in sentences the ordering of and relationship between the words and other structural elements in phrases and sentences

	Tertiary industries
	Service industries

	Text-type
	The font you choose to use when using the word processor



	Thesaurus
	A dictionary-like reference book that lists words and their synonyms



	Training providers
	Organisations or individuals that provide learning. These include technical colleges, technical colleges, distance education institutions, universities, private providers or company in-house training divisions

	Transactional (writing)
	Often used in a work context It includes business letters, e-mails, advertising and such It thus has a specific function

	Transmission teaching
	Teaching whereby information is passed on to you by a lecturer or by means of notes



	Typography
	The layout of a page or pages

	Unit standards
	A collection of knowledge, skills and attributes in which a candidate must prove competence (in a structured assessment) to gain credit on the NQF

	Visual aid
	A visible instructional or educational aid; something such as a model, chart, film or video, that is looked at as a complement (addition) to a lesson or presentation

	Word-attack skills
	The process of looking at the unfamiliar word in its context, and trying to see what you can work out from the context and the syntax and any other clues, such as capital letters, to help you understand the word


ACRONYMS

	AC
	Assessment Criteria 

	AIDS
	acquired immune deficiency syndrome

	CD
	Compact disc

	DJ
	disc jockey

	DVD
	digital versatile disc

	ECD
	Early Childhood Development 

	ETQA
	The Education Training Quality Assurance Body is responsible for ensuring quality training and development within a specific sector.

	FET
	Further Education and Training

	GDE
	Gauteng Department of Education 

	ISP
	Internet Service Provider

	NATO
	North Atlantic Treaty Organisation

	NCS
	National Curriculum Statements 

	NMFs
	non-manual features

	NMFs
	non-manual features

	NQF
	The National Qualifications Framework provides a framework for nationally recognised qualifications. Qualifications are assessed according to ten bands.

	NQF
	National Qualifications Framework

	NYC
	Not Yet Competent

	OBET
	Outcomes-Based Education and Training

	QMS
	Quality Management System

	RPL
	A process whereby learners are assessed and given credit for learning that has already taken place within the workplace.

	SAA
	South African Airways

	SAQA
	South African Qualifications Authority

	SAQA
	South African Qualifications Authority 

	SDA
	Skills Development Act

	SDF
	Skills Development Facilitator

	SETA
	Sector Education and Training Authority

	SGB
	Standards Generating Bodies

	SME
	Subject Matter Expert

	SMS
	Short message service

	SO
	Specific Outcomes

	URL
	Universal Resource Locator

	VARCCS
	An assessment tool, which asks whether evidence is valid, authentic, current, consistent and sufficient.



MODULE 1

LEGISLATION

There is no specific legislation pertaining to the content of this Module. The subsequent Module 2-6 will refer to applicable legislation and regulation for each of the Module topics.
SAQA UNIT STANDARDS

· SAQA ID 119467:  Use language and communication in occupational learning programmes; NQF Level 3, 5 Credits

· SAQA ID 119472: Accommodate audience and context needs in oral/signed communication; NQF Level 3, 5 Credits

· SAQA ID 119457: Interpret and use information from texts; NQF Level 3, 5 Credits

· SAQA ID 119465: Write/present/sign texts for a range of communicative contexts; NQF Level 3, 5 Credits
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