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ABSTRACT

Prior to 1985 the communication skills syllabi of Zambia's
Department of Technical Education and Vocational Training
(D.T.L.V.T.) were biased towards general English as taught
at secondary school. This was so despite the long standing
volicy of the Department to teach language skills aimed at
meeting student academic and occupational requirements in
their fields of specialisation. Because of this shortcoming
complaints abounded from employers, students themselves and

teachers.

In order to redress the situation, D.T.L.V.T. authorities

in 1980 recruited a Key English Language (KELT) advisor to
among Other things design syllabi which would reflect
specific learner needs in terms of study skills and language
of work in their fields of specialisation, and to establish
a staff dgvelopment programme to enable communication skills
teachers/cgmprehend the new syllabi and effectively function
in using 3I0P methodology. This marked the birth of ESP

communication skills in Zambia. The ESP communication

skills syllabi were finally implemented in 1985,

Given the fact that the syllabi have been in use for over
nine years and that no one has yet sought empirical evidence
to establish their viability, this study therefore intends to
find out if the syllabi are achieving what they are meant

to achieve in terms of equipping trainees with necessary
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language skills in order to function effectively during
training, Such a study is important because it throws
some light on the strengths or weaknesses of the syllabi
and hence leads to suggestions how they could be improved.

The work is divided into four chapters. Chapter one is
more of an introductory chapter giving the bgck ground of
the communication skills programme in Zambia and finally
condenses into a specific statement of the problem to be
explored. Chaﬁter two surveys some of the literature
available on ESP communication skills. The third chapter
elucidates the methodology employed during the study
noting its strengths and limitations. The final chapter
discusﬁes and summarises the findings snd makes recommen—

dations,
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1.

1.1

CEAFPTER CNE

INTRCDUCTICN

BACKG..CUND

The main responsibility of Zambis's Uepartment of
Technical Education and Vocational Training (DTEVT)

is to vrovide manpower treining for the country's
neeﬁs in meny spheres up to middle msnagement level.
_?Pe Uepartment runs @ number of Tnstitutions offea%ng
craft, techrician, commercial and education levelxm
courseg leading to the award of certificates, advanced
certificates and dinlomas. "ligible students in these
institutions must »e Urade Twelve (12) with an spprop-
riate grade in Lnglish Lanpuage and any other subject
appropriate to their field of study. Trainees in all
courses receive tuition in English for Specific
rurposes Communication Skills (E3PCS). At independence
in 1964 the 7ambian Government adopted Inglish as the
official lanpuage through which 211 official business
in the numerous areas of national activity would be
conducted. In 1965 the Government adopted Lnglish as
the medium of instruction in 8ll educationsl institutions
and it is taught as a subject at all levels. Because
of its status in Zambié, Fnglish plays 8 very important
fole in deciding certification and general progress

in academic and employment spheres.



The 1981 OTEVT Syllaebi acknowledged the fact that
trainees in its institutions would be those who had
been educated in the medium of English and had passed
inglish at Grade Twelve level. In the DTLVT,
Cémmunication Skills in English is taught in place of
general English taught at pre-tertiary level. This
is with a view to helping trainees study effectively in
their fields of specislisation. The Commission for
Technical Lducation - forerunner to the DTEVT - in
its statement of policy and intent (1969) stated that
its trainees would be taught 'operational' English to
help them effectively communicate in their areas of
specialisation during training. This stand by the
Commission showed the desire to use the English
Language purposefully. This stand is still maintained
by DTEVT.

However, the emphasis of using communication skills to
understand the subject matter of the field of speciali-
sation during training was weakened by the lack of
corresponding material and methodology divorced from
the general English Language learning aﬁd teaching
approach. Syllabus modules had such objectives as to
develop a love of reading for the pleasure it provides.
To achieve such objectives grammar books and other

texts not related to fields of specialisation were used.
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w«hat 51 is About

iof 18 &n approach to language learning in which all
decigions on content and method df delivery ere based

or the learner's need for learning. Munby (1978) says
5P eourses are those in which the syllabus content

snd materials are determined by prior analysis of the
cormunicative needs of the learner. The two major
catepories of 1CP ere Inglish for Cccupstionel urposes
(*(7), in which the learner needs Fnglish to perform
na-t of his oversll occupstional duties, z2nd inglish
for .cadenic Pﬁrposes (ray), in whic' a learner needs

“nplish to purcue part of or all his studies.

In trying to clarify what KUP is about, Hutchinson

and <aters (1987) look at its position in the general
“nglish Languare Teaching (ELT) situation. The

highest level in the LLT situation shows individual

it courses of knglish for Medical studies (IMG) or
tnglish for Technicianse. These are divided into two
nain types of HLP, differentiéted according to whether
the learner requires LAP or ICP. At the next level are
2P courses by the nature of the learners' snecialiss-

tionse The categories identified ere Lnglish for Ocience
and Technology (£57), English for Business and Lconomicse
(_i:) sné Inglish for Social Sciences (.i). Lhe
following level shows i1iI' as a branch of .nglish as a
second language (GL) and arelish as a Foreisn Languape
(1) whkich are themselves the main branches of =nglish
Lans uage Teachinge It is in the light of this anelyeis
trot .00 should be seen 8s an approsch to luncuage
leerning and teaching which is directed by specific and
apparent reasons for learninge.



1.4

THE ADVERT COF LOPCS IV DTEVT

The teaching of EZGPCE in Zawbia in general end DTEVT

in particular is & relatively new phenomenon. The

type of Communication Skilla taught prior to 1985,
despite the long standing policy of the Department and
its forerunner the Commission for Techrical lducation,
wae directed towards general knglish and not towards
specific subject specialisation requiréments and subge-

quent occupational needs.

In order to redress the situation DTEVT took appron-
riate steps by recruiting & Key inglish Language
Teaching (KELT) edvisor in 1980 to design ESPCS syllabi,
for esch course, which would reflect learner needs in
terms of study skills and lenguage of work, and to
develop teaching materials to accompany the syllabi,

In ﬁ&y 1C84 the new syllabl were ready and accepted by
the DTEVT. In January 198%, all new trainees in DTEVT
Institutions started on the new syllabi., The KELT
project algo included & comnrehensive training »rogramme
locally and overseas for Communication Skills teachiers
to ensble them/:;}ectively function in using the ECICO

methodology.

STATLNFNT CF THE PTOBLIM

In the light of what has been outlined above, this study
will aim at assessing the effectiveness of LGPCG in the

DT:VT in meeting student communicative needs in their
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areas of specislisation durine training. The study
will attempt to answer the question:
"Does ESPCS improve student commuricative performance

in their sreas of specialisation during training?"

The answer to this question will determine whether or
not the introduction of the new CS Syllasbi has redressed

the problems previously experienced.

HYPOIH SIS

The hyrothesis to be advanced by this study will be
thaet:=-

"Students exposed to the USPCS gigrificantly
improve in communicative performance necessary
in their fields of specialisation during
training”. |

This hypothesis should be understood to mean that

EGPCS has the capebility to equip students with the
necessary receptive and productive lan;uage skills

that would improve their sbility to gain meximum access
to all evailable training materials that would in turn
enable them to obtain or give information ss may be
required by their course of specialisation during
training. The hypothesis, therefore, suggests that

Lo 48 not an end but & means to an end.

OLRATICNAL HYPOTFES ge

In order to test the 'stem' hypothesis at 1.5., the
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following data identification operational hynotheses

will be advanced for each sample.

i) The mean score of post-test 2 is significantly
greater than that of pretest 1.

ii) The mean score of posttest 1 is significantly
greater than that of pretest 1.

iii) The mean scorerf‘pretest 2 does‘not signifi-
cantly differ from that of pretest 1.

iv) The mean score of posttest 2 is significantly
greater than that of pretest 2.

V) The mean score of posttest 1 is significantly
greater than that of pretest 2.

vi) The mean score of posttest 2 does not signifi-

cantly differ fyrom that of posttest 1.

RATIONALE

Any syllabus that is implemented is suppcsed to be
purposeful. Whether cr not the purposes for which
such a syllabus is meant are achieved may not always

be apparent.

A need therefcre arises for the evaluation of such

a»syllabus.

Lvaluation is a process that pervades curriculum
decision making. The very act of deciding orn content,

activities and sequencing materials requires one to

consider and evaluate the utility of other alternatives.



the
tisner (1979) notes that / conclusion that a new

progremme is needed is & consequence of having judged
that there is inadequacy in the old one and that a new
one holds promise for significant educstional gain.
Because of the realisation that the communication
skills syllabi the DTEVT was offering its trainees
were ill-conceived and hence inadequate for meeting
their academic and subsequent occupational needs, a

y

new syllabus - ISPCS was introduced.

Any instructional programme, if it is to pay dividends,
must be properly organised and implemented with the
guidance of rational vrinciples. The syllabus should
contain a set of clearly articulated objectives which
serve as a criterion for subsequent decision meking.
The objectives should be generated from data that
identify the needs of theklearner and the situation

in which he operates and will operate. TIhese object-
ives must be teaschable and attminable by instructional
mesne. Above all the syllabus must posses the means to
evaluate the degree to which it hes attained its

steted obJectives.

The notion of evaluatiom, though an old one,is not a
conmonly understood term by those involved in the
tenchineg and training of other people. In a very
broad sense evaluation in training can be used to refer
to the process of obtaining informatior usuelly for

trainers and adrinistrators about effects of trsining
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activities. It may he conducted by use of evaluation
devices such as tests or examinations to messure an

infinite number of training asvects.

‘or the purpose of this study, however, evaluation is
the measurement of the extent to which a given group

of lezrners have msastered communicative lanpuage skills
that have been imparted to them in a carefully organized
treining prograrme over a specified period of time

for s specific purpose of a particular field of

srecialisation during training.

It must be borne in mind that ESPCS courses are those
where syllabi and teaching - learning materials are
determined by prior analysis of the communicative
needs of the learner. For example the communicative
needs of a personal secretary may include teaking
dictation, recording telephone messages and drafting
official correspondence suchas memoranda and letters.
tvalustion in ESPCS should therefore be in line with
the requirements of the trainee during and after
training. Allison and WeQbar(1984) observe that a
specification of what to test involves listing tasks
that the learner should be able to perform. In"&
cou’ se of communication skille for acaderic purposes,
examples of tasks might he to recognise and to note
down main points in a2 lecture or written text, to
read a specialist text in order to locate and/or

extract specific information, or to find and



consult texts in the library. The learner's ability
should be tested as directly as possible using real-
istic tasks. Direct testing of relevant abilities

is an ideal by which we may approximate the learners’
capability by asking them to carry out specialist

target oriented activities in 8 test mituation.

In other words the evaluative tests nust be communi-
cative. wesche (1982) is of the view that communica—
tive tests test competences other than grammar; they
test abilities of target languasge needs, performance
in e range of situations and for particulsr objectives,
+hese tests must be broad-based by being accountsble
for in the communicstive competence objective. This
broad base must also be taken into account in the
/range of eituations emphasising that coumunicative
testing must be context based; this context must be
within the envisaged tarret situsztion. Alderson
(1988) notes that performance orientation is Justified
in the sense that language testing is beginning to
show  increasingly authentic purposes for
lanpuage use in that the tesks learners have to cCarry-
out on tests increasingly reflect the sort of things
they might have to do with the langusge in the real
world. As mentioned earlier on, this study is
interested in evaluating whether the LufCS in DTFVT is

reeting, during students' training, the objectives for
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which it was implemented.

It is summative evaluation and product evaluastion in
the sense that we are looking at results st the end

of a specific pericd of tuition; formative and process
evaluation in that the exercise covers only part of a
continuum. The outcome at the end of this period

could be used to redefine goals and modify the teaching
process. <ince no such study has been undertaken from

the time the syllebi were implemented, the study is

‘relevant for the purpose of obtaining empirical evidence

on whether communication skills of trainees in their
areas of specialisation do actually improve. Nelevant
conclusions will be drawn and recommendations to relevant

authtiorities and other interested parties will be made.

veope and Iimitation of the Utudy

In view of the novelty of the teaching of Ll:CL in

the LInVT institutions, the study would have yielded
more fruit if all institutions and fields of special-
isation were included in the inquiry. 7This could not
ve done due to costs that would have been involved
given the fact that the institutions are scattered

all over the country. Beczuse of this the study
confined itself to Trades I raining Institutions of the

vepartment and two areas of srecialisation.

“ince the study is only interested in the communicative

performence of trainees during training, it therefore



means thzt the results can only te zeneralised to

the tsrget porulation within the confines of the
Institutions during training. It should also be

noted that this study is not lookin. at the perlormance
of trainees in the content material of their subJects
of specizlisation since it is not a joint team teaching
evalusting project with a specialist sulject teacher.
:lence its results should only be generalised in terms
cf communicative performance in the areas of

specialisatione.

1



CHAPTER 2

Ko V1t CF BELATED LITERATULE

Crivins of LGP

T

It is not secret knowledge thet the advent of L&P has been
partly attributed to technoloyical and commercial demands
dictated by the post world war II era in which scientific,
technolosical and commercial activities on an international
gcale demanded an international language. hese demands
naturally fell on Epglish being the lanruage of the world's
leading Industriasl power - ULA. Many people wanted to
learn the language as a key to international currencies

and technology. Ieople like husiness men wanted to sell
their products, technicians wanted to read instructional
manuals, doctors wénted to keep ahreast with latest develop—
ments in their fields and students, whose courses of study |
included textbooks and Journals only available in Fnglishe.
As & result pressure was exerted on the lansuage teaching
profeassion to design courses tailored to meet the vearious

specific needs of learners,

Leveloping concurrently with technolgiical and commercial
demands on Lnglish wag the ghiftinsg o? emphasis of
linguistic studies from defining the formsl features of
language usage to discovering how lansuage ies actuslly

used in a communicative event (Widdowson:1978). The
discovery that language use varies cconsiderably in a number
of ways from one context to another led to the emergence
of the view that there are differences in say the English

of Commerce and that of Engineering or Medicine,

12
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Thie reslisation nsturelly fitted in the development of

rzlish courges for specific groups of lesarners,

#lso ~sining grourd was the view that the :nglish needed
for a particuler group of learners could te identified
by aralysing the linguistic characteristics of the

lan: uuare 0f their area of work or gtudv,

uevelopments in educational psychology rlayed a part in
thie rise of FLF by emphasising the central importsnce of
the learners asnd tleir attitude towsrds learning. IlLearn-
ers were seen to have di“ferent needs and interests which
would have & be&ring on their motivation to learn and
consequent effectiveness of this learting. This lent
support to the relevance of the courses in which learner
needs and interests were parsmount. ~llen snd ~iddowson
(1976) olserve that s need had arigen to specify the aims
of learning more clearly since the language hud been
incressingly required to take an suxiliary role at the
tertiary level of educaticn. 7They fvrtler note thst
Lnglish had been called upon to provide learners with the
hagic ability to use language to receive sud convey
informaoticn easocieted with gpeciflic studies.e This was
eapecially s0 in developing countries where importsnt

informotion was not aveilable in indigenous languages,

lecause the learners' needs vary from course to course,
di/ferences in lenguage syllabi cen be exnected. CJonse-

quently collaborative efforts between theAlanguage and
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subject specislists become vital.

The nature of their collaboration would include an analysis
of the nature of the language use in both subject texts
and the tasks learners are expected to perform. A basic
assuription of this analysis is that lanruage use in
specialist texthooks and the expected performance of
students is different from what is covered in general
Englishe Munby (1978) makes learner centredness part of
his ZGI definition, contrasting the goals of its courses
with non-learner centred criteria. In so doing he is
sayirg that a learner has reasons for wanting to learn
inglish and that these reasons constitute his specific
needs and purposes. In handling such s learner, the
teachiny process should consider his reasons for learning
and hence aim at satisfying them. The learner, therefore,
is an important varisble that should not be ignored when

-

planning an LLP course.

This argument leads to another important aspect of £3P,
i.es the need to carry out a learner needs anelysis before
a teaching programme can be drawn up. Awareness of the
learner's needs and type of communication he is likely to
engage in can help course designers to map-out an approp-

riate programme to help reslise his objectives,

i5i' therefore is purposeful and is targeted at the

successful performance of occupational and/or educastional
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rolese 1t is learner centred in that it is besed on
analysis of the student's needs in order to layvdown a
programie that will help the learner realise his gosalse.
It is target centred in that the linpuistic skills
needed in the target activity may be identified soc that
the leorniny « teeching progrsmme ig tajilored in a way

tizt will equip the learrer with these resuired skills,

The i anproach to langusge tesaching is slso concerned
witl rhetcrical furctions, that is, how sentences sre
corbired in discourse to vrroduce mesning in terms of

comnunication for which languapge is intended., Thease
functions according tc Johnson and Morrow (19€41) aro‘
uses to which laenguage is nut, such ss renuecstins or
riving informstion, seeking permission, exoressing
anproval, etce Hesearch in rhetorical anslysis concerns
itself with identifying organisation in texts and to
srecify the linguistic means by which patterns are
si:nallede It is mssumed that rhetorical

functions 4in text orpsnisation differ significantly
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between specislist aress of use.

-ommunication is usually realised according to
situeticn. Compunicators may fail to communicate
exchange of information takes place in'én'inapprop-
rizte context or circumstance. There cre linguistic
realisstions which when’uaed in inapprocpriate
contexts do not enstble participants in the discourse
to communicete., In the light of ibis,?unby (1978)
obgerves that it is by lookinmg at situztione in which
tte leerner will need to use English thmt we can
decide which functions to tesch., This distinguishes
“°P from traditicnal methods of lansuace teaching
based on the teaching of grapmatical structure.

- This should however not be mistaken to mean that

ESF completely igndres the teaching of grammar;

| lanruage structure is part of the foundation for
communication. When congiderinc what nsellanguage
can be put to, the following should be noted: -
language activities, lenguage situation, language
functions and the four lansusge skills (listening
and apeaking,reading and writing). Munby (1978)
refers to these as means of cormunication, langusge
setting, language purposé gnd language skills

respectively.

Materials vroduction and develovment is an important

requirement for the success of an F5P course.



17
ipproprinte materizlg in line with the learner's
needs must be made svailable. Unlike in general
inglish where a general course book can function,
in LoP,topics end situstions whose lancuzge relates
to the learner's area of gpecialisation are needed,
Consequently the Lul" teacher has to rroduce teaching
materials appropriste to the learner's needse.

“obinson (1980) argues that topics snd situations

" must be inter-linked and relevant to the learner's

area of specimlisation. Having said, this it is
necessary to exsmine the development vrocess of an

kixl’ course,

Jeveloving an LiP Course

1t should be noted that commitment to establishing
# specific purpose language teamchinc- ccurse, whatever the
adrinigtrative level at which this decision is made,
usuélly arises - out of ° either
disgstisfection with the existins stste of affairs or
awareness of the emergence of & rew need. For example
the joint decision by the Mexicen and 2ritish govern-
ments to fund development of & specific purrose language
tesaching prograwme at undergradvate level at the

“exican University arocse out of the obrservation that

kL@ geperal language programme then in operstion was

not truining students to a level of proficiency in

cniglish deemed necessary for university studies
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(Fackay snd Ialmer 1981). In Yenya at the Yenyatta
University College (XUC) a <517 post was established
to help students having problems in studying in
“ngzlish (EIT Pocuments 116, 1983), 4 similar situation
led to the emergence of the DTEVT iLP° programme under
the auspices of XELT project. Any type of ELP
programme development whether completely original

or an alteration of the existing one must be

justified in terms of the needs it fulfills. A needs
asgessment almed at determining the extent to which there
is genuine need for the progrsmme must be carried

out. The task essentially involves the objectives set
for the programme. irgtly the clients must be
identified. Secondly it is necessary that the
objectives are stated, not in terms of ensbling
objectives but in terms of outcomes or performance
objectives. Having done this it is essential that the
communicative needs of the clients, in this case
learners, for whom the programmeis being prepared as
well as & survey of available physical resources at
hand is carried out. Cnce the rationale for the
programme has been expressed, it is advantageous to
include a phase of publicising the programme to all
those who are centrally or peripherally involved.

The aim is to make those who may become affected

aware of the changing circumstances and encourage a

diverse range of feedback.
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In cdetermining the learner's target situstion needs,
care has to be taken to diastinguish real current
needs from future hypothetical needs. These should
be distinguished Irom student desires or wants, and
teacher created néeds. Hutchingon anc ~aters (1987)
note that in carrying out needs znalycis the target
situetion must be looked at in terms of necessities,
lacks and wants. Necessities are the t.pe of needs
determined by the demsnds of the tarcet situation.
fhere is 2180 need to determine what tuhe learner
already knows in order to deterrine what necessities
he lacks. wants are what the learrer would like to
do with the language independent of the specific
recuirements of the situation for which the needs
analysis is being carried out. It iz necessary that
tae course designer and the LS.° teache: are aware of
these differences and take sccount of t.em in
materials design and methololozy. iesrning needs in
terms of how to maximise potential of the learning
situation in order to scquire required siills should
150 be considered.

.a
Unce/needs survey bas been done the s;1labus designer

moves to what Yalden (1983) calle desc:ijption of
purrose. Intformstion gathered durings the firet stage
of syllsbus developrment is incorporatad into it after

#nnlysis. The question to he asked zrnd answered here
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is what should the learner ideally be able to do after
successfully completing the instructional progremme?
The objectives must be written in such a way that
there is no ambiguity in their formulation and desorip-
tion so that they can be measured and evaluated. The
objectives must state the language skills required,
the field of discourse, the level of formality and

the constraints under which performance will be
required. Once the feneral syliabua type has been
decided upon one fgoes on to produce what Alexender
(1975) calls a proto 8yllabus in which description

of language and language use to be covered in the

programme is carried out.

There is however no single model of syllabus design
universally sgreed upon. Syllabus designers have
concluded that what is required is a more flexible
approach in which designers should feel free to
emphasise those components which & given situation

may demand.

Yalden (1983) saye the best. way to

describe & classroom experience which closely
approximetes an environment of real language use
is through the use of the term communicative, and
that syllabuses designed for such should thus be
called communicative. Choice among available

options has to be made depending on the learner's
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objectives or those set on his behalf.

In order to provide guidelines for specification of
learner needs in terms of syllabus specification
required to service thece needs, unby (1978) came

up with what he called Communicative Needs Frocessor
(Cﬁf). Here a detailed communicative needs profile
for whoever the syllabus is being devised is given.
‘riefly the summarised profile has the following
categories: participant, purposive domain, setting,
interaction, instrumentality, dialect, target level,

communicative event end communicative key.

On the basis of information provided by the needs
analysis, the teacher or material writer may select
appropriate samples of fhe target language that
adequately represent the characteristics of the
target language and the associated demands it will

rlace on the user.

ihe finsl phase of developing @ programme is evaluat-
ion. 4 distinction should be made between formative
znd summative evaluation. The £former is carried out
during the life of & course and the results obtained
can be used to modify what is being donc. The latter
is carried out when the course or project is finished.
lobinson (1991) suggests a further distinction

betwveen process and product evaluation. FProcess
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evaluation is concerned with teachinz snd learring
process or strategies, and administrative and decision
meking ~rocess. FProduct evaluation looks in particular

at studert product such 28 examination results.

vea (1967) sugrests & link between formotive snd process
evaluation on the one hand, snd summative anc product
evaluation on the other. The research problem under

disciseion has characteristics of bothe

+lderson (1979) notes that evaluation is an integral
pa:t of the instructional process. & student has &
definite target, namely adequate performance in a atudy
or work situation, and therefore hoth at the outset and
end of an LSP course there is need to know how near the
student is to achieving amdequate nerformance in real
life situation. As materisls developers, .ii practi-
tioners should ask themselves whether their courses are
nroducing intended results: if not how can they be

improved or rerlaced for better effecte.

Il there are discrepancies hetween the intended achieve-
ment and what is Gctually achieved, materisls snd
teaching approaches may be revised ancd in scme cases
description of purpose is re-examined with a view to
estublishing whether or not it should be altered in the
light of the results obtained, or discarded completely.

1t is from this point that the process can te restarted.
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revious iiegearch

Xseuhere studie have heen undertaker fo try snd =asess
or evaluate the viability of the specifie purpcses

lengucge teaching. C(ne such example is a project in

rexico (Mackay,1980) to trace the case history of a

project in Lnglish for science ard technology, to show
stenrs and decisions involved in prepasring and teaching
one type of knglish for science and technoloyy to
snivercity teginners at National isutonomcus University
o1 I'exicoe The project involved co-operstion with the
faculty of Veterinary Medicine and Animal Production

to provide their students with particular varieties of
tnglish lanruage learning skills that would he most
useful during their specislist studies. ‘e materials
and course of instruction lasting thirteen weeks -~ like
the current study - were evaluated in terms of student
aility to read snd understand professional discourse
in tleir field of study. The tests were constructed
not to compare the achievement of one student with
another but to demonstrate their effactiveness at
extracting information from texts written in inglish.
“esls were conducted before, during and after instruct-
ion using material from their specialist field. inalysis
cf results showed a 90/ improvement over tre vneriod

ci the course.

In Zev;u, at the Kenyatta University Collere (XUC),

despite a seemingly ideal =Znglish Lan-uave backgrourd
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of first year degree entrants (a situation obtaining

smonyg tne sample in this study) a ncll post was

instroduced in 1979 in the Department of Lducation
Communication and Technology one cf whose objectives
was tc help students having problems in communicating
snd studying in inglish overcome theme &n initial
survey anong lecturers indicated that the majority

of the respondents felt that particular student weak-
nesses lay in the field of study skills, inability to
follow up librzry and reference materis=ls, note taking

from lecturers and making notes from written sources,
nreserting of vapers and participating in tutorials.
T-ege views were confirmed by tests coniuctoed on a
cross gsection of that year's undergrsduats entrants
(DPrury 1983). In view of this Universit- zuthorities
gave consent to the introduction of an Intensive 13
weck service hnpglish pilot course to s groun of diploma

level first year students.

zmnhseis was put on reading skills, writing skills,
reference skills, and note taking end mskinyg skills.
For sssessment purposes pretests, post-tests and a
studert evaluation questionnaire were included. At
ttie end of the project, post-test results showed a

genersl overall improvement over pretest results.



Ihe student evaluation questionnaire revealed that ..
an improvement on the languaeve skills imparted by

the courge transferred - < . to their other
I'miversity svhjects. Teaching staff eupressoed similar
viewse be report which followed the {indinis of

the study received a8 favoursble resnonse from the
raculty of iducation %oard, srd a process of genersl
inplementation of o service “ngligh course ‘or all
Jirst year entrants was put in motion,. Crroeffe
(1963, observes that studying @ kide ranre of lanjuare
neede in pre-experience technical and weocztional

courses in a second lanvuage situation givea s major

intight into the provlem of multiple syllshbus designing

in that though different occupations need specific‘w
zyllebuses, theme syllabuses sre rarely unionue.
“achnicul words will différ from subJect tc subject
hut the lanruage skills and functions, and tﬁe events

anc sctivities for which these lsnguzge skills and

functions are used, are usually comnmen to a large

number of occunations.

25



in view of the discussion we shall now take & lock
3t the »3iCE syllebi thst the LTILVT uses to achieve

the communicative needs of its trainees and how these

teterrire the teaching »rocedure. 4 look will aslso
ve teken at the senior %Lecondary Genool wnglish
oyllabus to determine its similarities snd/or differ-
ences with its DTLVT ccunterpart. Thic will help in
deciding whetier or not the seccndary schocl syllahus
cen adequately equip the prospective trainees while

still at seccndary school with appropriate English

i.angusge communicative skills necessary for them to

caerry out epecialisged studies at tertiary level without

an ...+CC input. The outcome of the comparison will
determine whether or not the LUICL input is necessary

at alle.

U UL T e Byllabi

the »I.VT nas two types of ELiCs syllabi - the study
skills syllabus and the langusge of work syllabua.

the study skills syllabus details tne specific

26
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cormunicative skills necessary for the learner to
function effectively during training. This module
aims a8t developing the speciric communicative skills

necessary for the student to:-

(a) Study effectively through attending lecturo;
by:

(1) ligtering

(11) |Note-taking
(114) Questioning

(4v) TRe-writing notes

(b) Study privately tkhrough:

(1) Reviewing notes
(11) -Beeking further informstion from the

library, colleagues and lecturers.
(¢) vriting assingments through:

(1) Planning
- (41) Writing and checking of work.

(d) Writing tests and exsminations through:

(1) Preliminary reading of questions
(41) Selecting

(41i) Answering questions

(iv) Checking written anawers.

(e) Participation in seminars and consultstions

through:



28

(1) Preparstory reading

(41) Listening to collesgues and lecturers
(i41) Orasl presentation of prepared topics
(iv) THote taking.

The language of work syllsbus aims at developing
communicative skills necessary to function in the
field of specialisation during training and after
gradusting during the course of performing technical
taska, working with colleagues, subordinstes and
supervisors, dealing with the genersl public and
contributing to the smooth running of the unit.

241 Erofile of Communicative Needs in the Syllabi

(1) Participants: RNormally males and females with
ages ranging from 20-25, FPredominantly Zambians
but with occasional foreign students. The first
language of the students is usually one of the
indigenous languages of Zambia but the student
will have been educated through the medium of
English and has at least & pasa in English at

school certificate level.

(11) Purpose: ESPCS is a compulsory subject in all
DTEVT programmes and is taught to help trainees
in their studies and to prepare them for the
field of work.
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LA 3

(1i1) sSetting:s Fnglish is the medium of instruct-
ion and is also used among students both for
~work snd socislly. The Isychological setting
48 intellectusl, technologically saphisticated,
formal and heirarchical. Students will need
language 8kills appropriate to this setting,

(iv) Interasction: Students will use English with
Lecturers, fellow students, livrary end
administrative staff. The students will need
the English language to function in the
following situations -

Learner to instructor, advisee to advisor, and

group member to group mexber,

(v) Form of English: The student will need all four

language skills, listening and speaking, wrifing

ing and reading.

The syllabi and profile of communicative needs of a
specific group of learners outlined sbove reflect a
serious attempt to make the content of a communicat-
ion skills programme as relevant as possible to the
needs of the learners as far sg realising their aimsg

during and after training is concerned.

It elso shows that an equally serious consideration
has been given to the identification of linguistic
8kille needed in the target activities. Gelinker,
Tfrimble and Vromsn (1972) noted that the more closely
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a second language teaching programme was based on
identifiable needs and the uses to which s specific
group of lesrners would put the language skills,
the more effective and hence successful the cburse
would be. This is the rationale underlying specific

purposes language teaching.

Procedures in L8P

There is very little difference in the way of teaching

between ESP and General English language Teaching.

They have both adopted the Communicative approach.

The only difference may be that ESP can baée activit-
ies on the students' specialisms and that activities can
have a trully authentic purpose related to the students'
target needs. OStrevens (1988) notes that L3P methodo-
logy conforms to the same model of language learning
and teaching as does any other form of language
teaching. This entails the basic teaching activities
namely shaping the input, encouraging the learners'
intention to learn, managing the learning strategies
and promoting practice and use.

As used in ayllabus development, '‘process’' refers to

how instruction is carried out and learning is

schieved. The three major areas from which its

are organisation of language content which brings about
certain ectivities, the roles that teachers and learners

take on during the learning process and the type of
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activities and tasks learners engsge in. Phillips
(1981) suggests four key methodological principles.
These are the manner in which tasks are rendered
accessible to the student (reality control), meaningful
generating of tasks by studenta' special purpose,

authenticity and tolerance of error.

All approaches to language learning have placed aome
degree of emphasis on process. Barnes

(197%) observes that most teachers' senge of how well
their teaching is going has always been based upon the
products of their teaching. W“hat has been missing has
been the means of monitoring what actually happens in
the lesson (process). This has been caused by the
1ifficulties inherent in both participating ae a
teacher in a lesson and at the sametine observing what

happens in it.

In effecting the Lif teaching process,no single
principle or prectice can be valid for all situstions.
This perception applies to the issue of how far the

ESP teacher should be gpn expert in the student's
specialism. Also to be taken into account is whether
the trainees have experience in their field of specisl-
isation. However, one thing an ESP teacher can do is to
collaborate in one way or another with content
specialists. This type of collsboration is what is

known as team teaching. Another form of collaborative
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teaching is the subject langusge integration in which
the materials being taught sre derived from an earlier

collaboration betveen the language and sudbject teacher,

Dudley-Evans (1983) notes scme henefits of team
teaching. These are giving a student onportunity to
see how he will measure up to the requirements of his
specialism, enabling the language tescher to see at
first hand what the students are doing in .. the
specielist course and to learn of the way in which
compunication takes place in & given subject and
providing a feedback to the subject teacher on how
well he has been communicating with his students.

An important firet condition for tesm teaching to
succeed is that both specialist and language depart-
ments or individuals must recognise that there is a
problem which requires some form oy collaboration
between them to solve it., Johns and Dudley-Lvans
(1980) suggest that a clear framework must be agreed
upon in advance for the pattern of activities, and the
responsibilities of each side defined,

senior Secondary School Syllabus

The current senior secondary school provisional
Englisb language syllabus hes four general aims-
that by the end of Grade 12 pupils should be able to:
- effectively use English in social communication;

- use the English laniuage skills needed in other
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subject areas;

- use tnglish effectively in the field of work;

- use Lnglish effectively in full time or part
time te:tiary education. The syllabus has four
components ~ listening, sneakin:, reading, and wri-

~ting,each of which has certain terminal objectives.

Listening and Speaking

By the end of Grade 12 pupils should be able to:

- understand and speak English well enough to
function effectively in the world of worll and
in tertiary education;

- communicate effectively end appropriately in
tnglish in various social contexts;

- understand and speak ‘nglish at an acceptable
international Fgandard

- appreciate the difference between spoken and

written ZEnglish.

eading

vy the end of Grade 12 vpupils should be able to:

- understand the different types of reading material
which they are likely to meet “oth inside and
outside school;

- read efficiently at a speed appropriate to the
text and to the purpose of their reading;

- read for enjoyment;

- read critically and make discriminating judgements.

Another useful method based on the same rationale as
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that of the integrsted approach is the use of project

wOrke

This gives the pupils the opportunity to put

into practice many lanjusge skills such &s reference,

note-making, interviewing, note-takiny and composition.

Wwriting
This section comprises continuous writing, summery,

note-reking und note-taking. By the end of Grade

12 pupils must be sble to:

produce the kindg of writing which are required
for personal non-academic use;

produce the kindsof writing which are likely to
be required in é;rtiary education or in the field
of work;j;

produce the kinds of writing which are required
in other suijects;

organise their writing material in & logical
manner with an appropriate introduction and
conclusion;

express in writing their personal idess, thoughts
etc. with clarity and fluency;

write in appropriste register;

selact relevant information from a written/
spoken source, take notes and write & prose
gummary;

write with only minor lexical and grammatical

errors.
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2eDelt 1In order to achieve the aims and terminal objectives,
two methodologies are used. These are the communicat-
ive approach, and the text based integrated approach.
The Communicative Approach recognises the need for
language learners to uge the language in order to
become proficient. Pupils must be aware of the way
the lenguage works and what forms are correct and
acceptadble in different cirecumstences., In order to
develop their cbnzidenco pupils must be provided with
cpportunities to use language effectively in meaning-
ful situations,.

The text based integrated approach entails a sgeries

of lessons comprising @ unit which centres around s
writtgﬁcgfxt and must be appropriate in a variety of
ways/as interest, level of difficulty and appropriste-
ness, and must cover a wide range of languege use and
topice from a variety of sources. The method is
integrative in the gense that different language skills
are practised at the same time. Project work is an

equally useful method.

?+6.5 1t is evident from the outline that the Lecondary
wchool Senior English Syllabus is communicative and
that the teaching methodology is identical to that
of LLiChe The syllabus, we are told in the preface,
is a regult of careful investigation of pupils'

wnglish language needs and tborough examination of
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recent developments in the TEUL. A factor that
deserves mention is thzt despite the communicative
orientation of fhe syllabus, it is stated in the
introduction that the syllabus is intended %o nrepare
pupils for joint Lxaminations for the school certific—
cate and GCL in English language. Ihis implies theat
Lie course is not intended to be of snecific service
70 other subjects pupils take and any ctudies they

ey intend to pursve, despite the mention in the
terrinal objectives (P.5.3) that pupils must produce the
¥inds of writing thet are required in other subjects,
tertiary education or field of work. .Juch a éituation

1Ty,

is certainly at variance with the idesls of ESPCS.

snother factor which needs noting is that by the very
ature of the level at which it is anolied the sylla-
bus is not targeted at any particular field of
gsnecialisation, a situation thast verhavs renders it
ineffective in meeting learning requirements of highly
srecialised fields which require the services of
cspecifically tailored Ci5 courses. ‘‘he fact that it
is indicated that the syllabus came abou* as & result
of investigating pupils' lansuage needs at that level,

and examination of recent developments in TLSL implies

that the enior cecondary School ../1labus, communicat-

2 Use 1t must also be noted that Lol is actually a

branch of IUL (Hutchinson and Waters 1987).
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The pecondary school syllabus therefore cennot

effectively achieve at tertiary level what ECPCS

can, In fact the secondary school syllabus is biased
towards

more / inglish for socisl sciences - L5 ~ because

it . appears not to differ much from the more

traditional humanities general Lnglish, It is

targeted at general academic competence rather than

gpecific speg¢ialism.
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21 fopulation
The population of the study was derived from the

Uepartment of Technical kEducation and Vocational
Training (DTEVT) students and were just starting
the first year of study in Becretarjal and Craft

couUrses.,

3e1e1 sample

The sample of the study comprised one secretarial and
one craft class of treinees from gselected Trades
Training Institutes. These were first year students
Just starting training, having completed Grade 12 with
at least a pass in English language and other suhjocts
relevant to their field of study,

5.1.2 {3331210 f;alection

Judgement or purposive sampling was used to select

the institution from which the sample was derived.

This method is baged on the judgement of the researcher
regarding the characteristics of a representative
sample. i memple is chosen on the basis of what the
researcher thinks tc be an average person. The
strategy is to select units that are Judged to be
tyrical of the population under investigation.

The institutions selected, Xabwe Trades Training

28
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Ir=stitute and Livingstone Trades Trainins inctitute,
are ‘*e largest of the nine in DTYVD wn” offer both
srcereborial apd 2 large veriety of cralt courses.

In furn one institution, Kabwe Trades, was seolected

choTnnlare

dom asmnling without replacement wns uned fo

acloct the samnle of one craft clasg _ Antarntive

nocuanicads  Of the two tecretarial coursos son by

S iy onerthand typing end clerk tysie. U2 Jormer

wits rolecteds  Ine idea of hevings a onncle “rom both

crut nad secretarisl fields weeg to {ry o =oness if

~

Cuovee trues of the ooCl syllebus 0 ore Tield wog

b

Lrune L anothere

N

o ¢oeoreh Tesion

T ctuedy employed analysis of verisnce (U7 0VA) two
frctor experimentzl design with rerested mensures

o Lie¢ same elementeg.

ool 're primery purposesg of excerisents in which

e oore subject 1s observed under eszcih ¢!l tha

tro t rntg is to provide 8 contrel of i ferences
hotunen subjectss In this type of experiment

39
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treatrent effects on a subject are messured relative
Lo the average response made by the subject on all
treatuents (Niner,ﬂ@?@). In this sense each subject
serves as his own control - resnonses of individual
subjects to the treatments are measured in terms of
ceviations about a point which measures the average
responsiveness of that individual subject. Hence
verizbility due to differences in the average respon-
siveness of the subjects is eliminated from experi-

nmental error. - 7

tne advantage of the repeated measures pretest, post
test design is the control of subject heterogeneity.
in & single factor experiment, when independent groups
of nubjects are preseant in different corditions, it

is likely that the groups will differ ci nificantly

on whatever attribute we wish to riensure. 'These
between group differences whnich are « natural outcome
of random assignment of subjects to different conditions
would be superimposed on whatever tre:atrent effects we
ray have produced by experimental meninulation. But
if we selected one group of subjects sn¢ have all of
trem serve in one treatment condition, any differences
ogerved among the different treatment conditions by

end large reflect the effect of the trestrent alone.

A notuble disadvantage of repested mensures single

group desipn is the possibility of carryover effect.
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-owever in this study this disadvantage is eliminated
becaune there is only one condition of treatment
intervening between the two sets of tests - that of
10 treatment. L0, whatever the outcore, it is almost

certainly ' a result of that treztient.

(ne other reason why ths study emnloyve a repeated
mensures pretest, post-test sir-le -roun design was

indistrative,

vhe ISICS syllabus had azlready beer ir >lermented
tull scale and hence the Institution's sdministra-

tion would not have tolerated the ile: of having

ccanples in which control gzroups wonld Love lost a

wnole term of study.

notrumentation

‘reatment

+he study entailed prenaration of = scheme of work

(see arnendix 4 and 3) based on the ESPCS syllabus

for each sample to cover the 1% weevs duration of the
first term‘of the academic year. "o¢rmul teaching times

and hours were adhered to as required by the syllabuse

Inctrurents

ror ezch sample four criterion writter tests zerved
&g reczearch tools. Two tests served as nre-treatment
tests while the other two served as post-treatment

tests. Thrse tests were constructed to assess the



extent to which ESFCS improves student communicative
performance in their field of specialisation during
treining after being subjected to the treatment.
Deliverate attempts were made to have the tests for
both samples test as much as possible the same skills.
The assessment aimed at finding out if the independent
varisble ESPCS instructional msterial (Treatment) had
any significant effect on the dependent variable,
communicative performance relevant to the trainees’
field of specislisation during training. The scores
obtained before the anplication of the treatment served

s the moderator variabdle.

The reliability of a test is the extent to which the
resvlts can be considered comsistent or stable
(%rown,1988). This is a necessary characteristic for
any good test. For it to be valid at sll, a test must
first be relizcble as a measuring instrumeﬁt. In
ensuring the reliability of a test one must take into
account the extent of the gample material selected

for testing.

The larger the sample, i.e. the more tasks the testees
have to perform, the greater the probability that the
test as a whole is reliable. This will also indicate
the extent of the lesrner's mastery of the various
language skills which he will require for a particular

purpose. In this study the reliability of the testing
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instruments was achieved by administering parallel
forms of tests to each of the groups under study.
Limilar versions of a particular test were construct-

eds This was complermented by the mark ~ remerk method,

This kind of reliability denotes the extent to which
the same marks are awsrded by different markers. In
this area the researcher got maximum co-operation
from the teachers whose classes were used as samples
during the preliminary survey and actual study.

Where there were notable differences the two markers
sat together and examined the scripts until consensus

was achieved,

3e3.4 Validity

3e345

Brown (1988) defines test validity as the degree to
which a test measures what it claims to be measuring.
In other words the test must be a representative
sarple of the content of whatever it is claiming to
measure. To establish wvalidity of the tests in the
study, strict adherence to the syllabus end scheme

of work was ensured., The tests were examined LY
several communication ekills teachers in the institue
tions where the preliminary survey and finsl study

were carried out. '/here recommended, appropriate

amendments were made to the test items.

Item Anslysis

Cbtsining rewe scores from subjects in s sample in



itself is not enough. 1t is important to find out

how far the objectives of a test have been achieved.
Cne such objective is how individual items comprising
the test have performed. One of the immediate benefits
of item snalysis is to draw the attention of the test
designer to the items which contain probleme which
escaped notice during construction of the test. The
perfornance of the test items is of obvious import-

ance in compiling future tests.

It is thus important to ideutify those items which were
anawered correctly and poorly by more able and less
able students respectively. All items should Ve
examined from the point of view of their difficulty
level - facility value (¥V) or their level of
digscrimination -« digcrimination index (L), between

tests.

After item analysis the test can be adjusted to
remove or modify umsatisfactory items and thus maximize

the discrimination power of the test s & whole.

In this study the suitsbility of the test items was
verified by a preliminary study on a class of craft
and & class of secretarial students in Lusaks Institu-
tions, Items found wanting were either discarded

or modified. By and large the following were the

findings of the »nreliminary survey:
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Lhe facility values (9V) snd Liscriminetion Index (B)

tor the craft instruments (sampnle 5) renged from 48
te 59, and 457 to .61 rescectively. or secreturial
irnstruments (sample 4) they ranped fron «55 to 469
NG o071 to J94 resprectively. These results show that
trne adequacy of the instruments was wit'in the
#ccentable ranpe ieee o3 to o7 for (V) #nd %% and
“tove for (L), (Heaton 1988) or .05 o .75 vV, end
+.C wnd sbove for (u), (Baker 198%) (.ee appendix K

for (V) snd (i) formulae).

s o lens

e first oroblem the researcher faced tas administrae
tives 1t took time to convince tre wirirnistrators of
the Institute to iive consent for tve use of some of
tiweir trainees as 'suinea pige'. Ihey felt that the
ctudy wovld disrupt the smooth runrir ¢! their
"rorummes.  wvenyurally, however, furtlor explanation
cbout the viability of the project s=nd that they stood
to suin as an Institution rade ther c' i e their mind.
ver then,consent was ~iven only for two classes.
~nother resson that nade them g've ccnsecrt was that
tie institution had had a shortope of . statf for
voietire, s0 soreone whe would to sone extent relieve
the burden on the few Lo staff was welcore. Laterials
rrovuction is an important aspect in the success of an
EsPCcs syllubus, hence secretarial services play a

pivotel role in this success. osut given the general
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incrtia among tymists in the  2mbian Tivil “ervice

U . .
% vizs rot unusuel not to have ones teochin;: naterial

tda

tyvred in cood tire. ver vhen it wng, re-rosranhic
freilities were -ot rendily ﬁinl«?-f. “oretimes
fecilities ocutside the dnstituticn d %0 te made use
cf'e = & resultyin order to zain on tire, the
recenscher had to soretimes rush throush the work.

-~

o legser evtent disruntic of cl-zses Jdue to

<

viaits P ocivie or roliticensl autho-ities or lateness
in renaration of renls due to wuker shortere or
electric nhover failure orce in 2 while dizturbed the
study e hgenteeisu of somnle subjocts woe also a
sovrcee of concern.  Lowe sample muhiecr o renorted late
e to late receint of occertarce letteors since it

.

vag The bepinning of a new acaderic verr. Desnite

“hese sheort-corings the study vent | | f.irxly smoothly.

~ete nalysis

or ezcsy stati-ticcl computation only the results of
the subjects who wrote all the tests in euch sample
were included in the =snalysis. s 2 recult out of

07 snd 18 secreterial ond croft subjects respectively

resvlts of only fiteen of each were nrlysed.

Lhe rosvlts of ench samrle in the stuy in relation
to rhe effect of the non-svailshility :nd availability
of the trestrent variasble or the denend:art variable
were analysed using en 2MCVA zingle factor experirental

design with repeated measures on the same subjects at
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alpha .01, “These sets of results were then re-
aralysed by an ANCVa two factor exveriment with

repeated messures on one factor.

Ihe anelysis entailed the use of nzired samples. By
usirg the vaired samnles technicque a= orososed to

incepenient samnles, sempnling fluctustions for the
nzired dats is mueh reduced. The rescon for this is
thot the differences in the two samples are not
otscured by the second samnle being ertirely differ-
ent - indenendent - from the first one. .onnaCott
nd Wopmulott (1977) argue that it is dlesirable to
cesirn this vpsirinz of observations into the sampling
exrerirent whenever Dossible because it ives more
ieverage on the problem being investioccted by virtue

of the samples being the same.

It chiorll be noted that the hyoothesis being tested
in ©this study was fornulated on the ascumption that
all the veriables were the s2me for each sam; le and
tht the only difference for each som-le was that

the first two tests were conducted orior to treat-

rent while the last two were conducteld =fter,

~ay

he study lasting 1% weeks was crorducted zs follows
for esch sample:
- 1iret week of term - rretest 1 aedministered

- Tird week of term - TYTretest admriuistered



- vourth to Tenth week of term~irTeatment administered

“leventh week of ternm - io0st test 1 administered

- ihirteenth week of term - iost teet 7? administered

s Ly SR endr o iey wes asivaness o o0 gemnle in

Ltuderts evnosed Y ESPCS
the
i o nificontly imorove infeomnunic tive
cerforunancee necescary in tleir Jielto of

wpecinligeting during treainine,

dn hynothesis suggested that the nezn test scores

ol the results after treatment for e:ch sample should

ce cignificantly ereater than the menn scores before
the

trectwont, hence suggesting/ ositive e fent of

ESPCS. «

¢ toat toie nvoothecois therefore il wennt for each
sample that, since we were using paired samples,

Loe nifference hetween the followip  nmirs of means:

~)

- Jout test and nre-test 1
- .0t test 1 and pre-test 1
- sre-=test 7 and pre-test 1
- lost tegt U oevd pre-test

- oot test 1 ornd re~test

[ M ™ - -
- 00t test O ond post-test 1

had te be tested to determire if any sienificant

difference existed between them.
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Ghi DupE POUR

RROUTANY y DIBCUSLICH, CCRCLUCTION aNO HoCOCMT  HIATICHD

“esults

In thic crapter the results of the study are presented
and discussed and conclusions are made. or the sake
of simnlicity and clarity, the secretzrisl (short-hand
ty~inr) sample will he referred to as samnle A, while
e eraft (automotive mechanics) samnle will be refer~
red tc as sample H., rre-tegts 1 and 2 and post tests 1
and 2 for each samnle snd all ordered pairs of means
#ill be referred to as b1, by b3, and b, respectively.

Aopendices M and N show the raw scores in the four

s

rests for samnles 4 and B,

In sanvle A out of the fifteen subjects, the difference
tetween b and b2 is not more than ten in ten subjectg. In
sample £y the difference is not more thsn two in

eleven.s These differences indicate a2 condition of

almost no differrnce in the subjects' communicative

ability during the period between the two tests.

In b,eeix subjects in sample A improve by twenty or
vore noints, and four subjects by betveen ten and
seventeen, In ssuple -, nine suhjects imprcve by twenty

w ile the rest improve by at least ten.

ihe difference hetween b, and b, is at the moast five

points in eleven cases in sample A, and not more than
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eisht for the same number of ceses in ssmple 3. This
geens to indicate a continued retention of skills

acquired despite the withdrawal of the treatment.

i penersl improvement is shown through eleven subjects
in semple A, and ten in R improving in =211 the four
tests. Whether this improvement is =ipnificant or not

will be seen in the following analysis,

o try snd snswer the question the study addressed itself
to in 1.4 entailed the advsncement of t%. ' rothesis in
1.5. 1In order to test the hynpothesis in 1.5 an ANCVA
iodel ¢zlled repeated measures desiym was used., Hepeated
measures designs are those that incorporate several
obcervations on one subject and the reneated measures
dimension was the time variable, i.e. the different
roints in time the tests were administered - as indicated
in 1.6 during the study. However, since tre subjects
con=iated of two inderendent groups 2 mixed design that
combined both repeated me&sures and independent groups
within the same study had to be used. ihe actual

desi n used wes based on a two factor exmeriment with
rcested measures on one factor at protability level

CeC1 as descrived by Winer (1971 : 518).
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TABI-I 5:4 2

APILICATICR CF THL NYAWMAN IEULD METHCD ON TESTS CF

ALL CRDELED FAIRS CP MEANS (AB CCMBINED).

(1)
TESTS b1 b2 b§‘ b4
ORDERED
MEANS 45,46 - 47,87 65.01 66.30
(1) b1 b2 b3 b4
b1 - 2eli1 19.55 20.84
differences
between pairs
b2 - 17.14 1845
b4 -
375 4.24 4.55
4,500 5.088 5.46
(1ii)
b1 b2 b3 b4
b1 - NG hehd b
b? - - x E R J
b3 - NS

b
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Table 1 shows the Summary of Two factor ANCVA

(SAMPLES A/B COMBINFD) nrocedure and the resulting ¥
rati®. In this set of results we find that the F
ratio for tests was highly sipnificant : ¥ (3.84)

= 83,49, [ L .01, This means that the subjects
performed differently in the tests. Ihe 7 ratio for
Tactor 4y F(3.84) = 79 ~ is not significant
indicating that the varistion between samples was
minimal. Similarly the AB interactions, #(3.84)

- 11, - Was insignificant. This neans that the
distinction between rretest and Posttest results

was maintained at all levels in both samples i.e. the
trend of performance for the two groups is correlated
in that & similar pattern is evidenced (see figure 1).
<he conclusion one can éake is that the outcome of the
treatment is the same irrespective of which groups of

subjects are experimented on.

Table P shows results of the application of the

liewman Keuls liethod (Winer:1970) on test of differ-
encea between pairs of means. Yith repeated measures
the numbers of o'servations for esch trestment will

be the seme. In this case the treatrent totals rather
than the mesns are used. The totals in increasing
magnitude are given in part (i). The e?ﬁf’ in a cell
of part (i) is the difference between z’télal at the
head of a column and total to the left row. Critical

values for the statistic qr = T3 = T3y where r is the
VAHS ves



4,1.1

55
nurber of steps two totals a-e apaft on &n ordered
scale, are given in part (ii). Thece values are
obtained from the first three columns of tsables for
the 9%th percentile point for the q statietic; the

degrees of freedom of this q statistic sre the

degrees of freedom of Mg residual. Critical values

for Ty -0 =qunks residual are piven in part (iii).

In this cuse s residual = ?8.85. Thus the
entries in part (iii) are 78.85 timeg the corresponding

entries in nart (ii).

Figure 1 shows the trend of performance for both
samples over the same ceriod. Below are shown the
tested data identification operational hy: othesesg

for all ordered pairs of means.

All Ordered Fairs of Means

i) The rean score of b48 is significsntly greater
than the mean scores of bag
HC: . b4s = pis
HI: b4s > b1s
The computed q statistic = 20.34
Th

4]

critical q statistic = 5,46

.°. Yie reject the d, since the computed g
stetistic is greater than the critical g
value, |

ii)  The mean score of b5S is significantly greater
ther the mern score of b,‘g

HO: b3s = bils
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HI: Db3s - 2 b1s

The Computed q statistic = 19.55

The critical q statistic = 5.088
“.we reject the H, since the Computed q

statistic is greater than the critical q

value.

iii) The mesn «core of b, does not significantly
differ [rom that of b1s

HC: bes = bis

Hls  bes 2~ b1s

The Computed o statistic = 7,41

The critical g statistic = 4,50

We'do not reject the HG since the Computed

q statistic is less than the critical q value.

iv)  The mean score of b,s is significantly greater
than the meesn of b?s
HC:  bus = bZs
BI: b4s > b2s
The “omputed q statistic = 18,43
The critical q statistic = 5,46
.‘.we reject the HO since the Computed q

statistic is greater than the critical q

value,

v) The mean score of b}s is significantly greater
than the mean score of boé

HCs bs8 = bes
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HI: b3s > bes

The Computed q statistic = 17.14

The critical g statistic = 5,088
.‘. We reject the He, since the Computed q

statistic is greater than the critical q

value.

vi) The mean score of buB does not significantly
differ from the mean score of b5s.
HC!  bas = b3s
HI: ©basg Z bisi
The Computed aq statistic = 1,729
The critical g statistic = 5,46

Wwe do not reject the HC since the Comnuted

a statistic is less than the criticsl q value.

*lote in (iii) end (vi) for both samples snd all
ordered pairs of means the HC: corresponds to the
original claims because the claims entail a condition

of no significant difference.

Liscussion

In order to answer the question:
"Does ESf}CS. improve student communicative perform-

ance in their fields of specialisation?"”

the hypothesis:
“"Ctudents exnosed to ESPCH gignificantly improve in
communicative performance necessary in their fields

of speciaslisation during training"”



58

was advenced. In order to test the validity of this
claim six data identification operational hypotheses
were advenced at 1.41 for samples A and B, and for

all ordered pairs of means for the two sarples.
Statistical testing confirmed all these hypotheses,

as shown at 4.1.1 for both samples as being statistic-
ally significant. The acceptance of operational
hypothesis (iii), that the mean of b,, does not differ
from” that of bﬂs seems to indicate that st the begin-
ning of the course, the subjects' cormunicative
perforrmance rermains sbout the same up to the time they
start undergoing the EZPCS syllabus. Given the fact
that the grand mean scores for samples 4 and B are
45.12 and 48.22 respectively, which is a pass at school
certificate level, one can conclude that both samples
have A fair level of communication skills st the out-
set of training. This tallies with one of the require-
ments ESFCE prectitioners recommend, that a satisfactor
language base must exist before the learner takes up
bis studies in the field of snecislisation. &4llen and
widdowson (1978) observe that the learner of LSP has
vrobably done a general English Course at Sechool and
wishes to extend or adapt his competence to his
particulsr field of interest. In this regard the
4ambian “ducation system prepares learners fairiy
adeguetely in English as a subject and medium of
instruction from primary school up to the time they

enter tertiary level.



The confirmetion of operational hypotheses (i), (ii),
(iv) and (v) which clair superiority of the mesan of
b“ over bq, the mean of b3 over b1, the mean of b,4
over b? and the mean of b3 over_bg respectively seems
to indicate that there is substance in the claim that
& valid case for the utilisation of £5PCS does exist.
It has also been shown for both samples thet there is
no cignificant difference between the mesn of b4 and
that of b3. This seems to indicate that there is a
high degree of retention of the skills and correspond=
ing performance acquired through the treatment variable
even after the variable has ceased. fThis being the
case, one may  conclude

thut constant use of these skills would further
entrench them and that this entrenchment would be
consolidated by continuing the prograrme up to the end

of training in the field of snecialisation.

The results cannot be attributed to anything else
other than the treatment variable. Fears that they
may have been influenced by extraneous varisbles
shculd be minimised. There was no danger of carryover
effect because there wes only one condition of treat-
ment intervening between the sets of tests - thet of
no trestment. The subjects were not aware that they
were being used as 'guineapigs'. In fect the
researcher was assured to be ghgember of staff at the

Institute. Because of this,/iiawthorne effect,i.e. that

the subjects weévre plessed to be included in the
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study and that results of the investigation are more
closely related to this rleasure than to anything that
occuﬁs in the research, does not occure. ihe lack of
avaretiess on thie part of the subjects that they were
uncer investigstion meant that the dancer of subject
expectsncy whose ultimate aim would be to plesse the
rceearchier by trying hard to enable him schieve his

~06ls <id not arise,

ﬁortalityiwas overcome by ensuring that only the
subjects who sat for all the tests had their scores
included in the data analysis. ‘here was =150 nothing
Lo indicste that sny of the subjects may bave had any
exveriences (maturation) that may have had any signi-
cant effect on their berformance apart fror the treat-

ment variable,

'he results of this study have a lot in common with
trose of the studies carried out in Fexico (iiackay, 1980)
and Fenya (Drury, 1983). In the tnree caces, l2arners

at the vbeginning lacked adequate Znglish Lancuage skille
to effectively study in their fields of specialisation.
vevedisl measures taken to irprove thair lan, uage skills
turourh teaching ﬁhe varieties of lan-vspe most useful
in their specialist studies showed that Luc rufgéfs of
cumretbive evaluation were superior to t-ose of/ forma-
tive cne. There was also a general satisfaction from

lecturers and learners themselves, t!':t the remedial
mezsvires had iaproved their skills. fThe treatment
vorishle is the only thing thet csn be attributed

to the‘improvement.
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Conclusion

S

Ihis study has shown how, “ecause of the unsatisfactory
Communication S5kills syllabi in UTWW(, in meeting student
troining needs, stens were taken to redress the situation
in the srea of iervice Znrlish courses,

3

Juis vias througsh the recruitment of & .. ..7 advisor to
esirn syllabi shat would reflect soecific learrer nceds
in terrs of study skills and lanruave of work. These
n71llavi were eventually implemented in January, 1985 for
21l now entrents in the various fields. ‘The objeetive
Gi the study was to find out ir there was any worthwhile

5rin in the utilisation of these ayllabi. <This objective

w3 achleved through giving selected student samples
~retests followed by an instructional proprmme besed on

the syllabi under discussion. This was followed by
. ost-tests.

cnalysis of data obtained showed that there was a
significsnt difference between the wean scores of the

teasts ziven before treatment snd those of the tests
ziven after, The latter mean scoree were supericr.

ziven tte confirmation of the data iderntification
operational hypotheses and hence the mejor hypothesis

advanced in 1.5, the question thst the study set out

to answer was in the ultimate analysis ancwered in

tre affirmative: thet ©27C3 do indeed imrrove student
cezmunicative performance in threir areas of specialisation.

r

chere sre of course many problems to ~e ironed out in

(a3

ne preparstion of specialised courses with s clearly
icdertifiable need for proficiency in certain language

ckillse Although revision of the EUI25 syllabi msy
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be necessary from time to time depending on the
course content ol particuler asreas of specialisation,
the results of this study do strongly suggest that
there is a significant adventage in utilising the
ESPCS syllebi., This observation is given credence
by the outcome of the Mexican case study and the
study carried out at the Kenyatta University College
discussed ir °.”. In these studies because of theh
comrunicative deficiencies noticed in students,/;e:d
wes seen to take remedisl measures in/ggsm of Lervice
English couraeé for srecific areas of srecislisation.

These measures are shown to have yielded positive

results.

Cne might wonder if there is any Justification for
ZUTCE 1f the subjects had a fair level of communicative
ability before trestment. The author is of the view
that there/lsihe verf fact that C5 has been a compulsory
subject since the days of the Commission for Technical
:ducation implies that defects are evident in the
trainees' communicative performance in specialised
studies. It should be noted that the purpose of
communication should be very clear in the mind of the
intending communicator. You night ask yourself what
you want to acecomnlish with vour messegeye.g. Obtaining
informatior or initiatin~ action. Indecision about the
purpose would result in 8nbindecisive message., In the

miné of the receiver this could mean only partial

understanding of the initiator's intentionm. Having a
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clear objective and adequsate communicative skills
helps the originator of the communicstion to give

a clear and precise messsge and hence achieve the
desired objective. uimilaxﬁyif you are reading a
text or listening to someone; you must

know - what you went to obtain from thst
particular discourse if your mincd is to effectively
gear itself to achieve that goal. se should there-
fore btear in mind tret a fair level of communica-
tive ability means that we can only partially
ccmnunicete our intentions or partially cet irnform-
ation being irparted to us. This mway not be enough
to effectively obtain desired results. These
problems can be made worse if we are dealing with
specific specialist areas which require specific
lanuage skills necessary to function effectively.
i1t tas teen snown in 7,5 thet the secondary schiool
syllabus ic not adequate for specialised studies)

hence the Justificstion of 'SPCS.

Lefore the acvent of . .i'C5 in OT<VT one of the
trainees' complsaints was that they cid not want wgeneral
tnglish, which they hrad adequstely covered at econdary
- chool, tut e course of English which would help them
cone with atudies. Thie therefore mesnt that thre

fair level of commuricetive zbility they had in peneral
inglish wes not adequate to cope with the challenpres of

their speciaslised trainirs (see 2.5.4), In the Kenvan
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cage the College entrants had an idesl general English
lenrugge backeround which however nroved wentirng in
reetins the challenres of their specialised studies.

In fact both student and lecturer reactions were
positive, that their imrrovement in the skills

irparted was useful . in their specialised studies.
In the OTEVT study informal discussion with some of the
subjecte revealed that the course was an eye-opener in
that instructional material made a positive contribution
to their academic welfare. They felt thet while they
coculd communicete fairly well in general Lnglish, LOPCO
rave them skills that were specific to their fields of
specialisastion. Wwhile there is no empirical evidence
tc back it up, the subjects felt that their understan-
ding of the specialist subject content was enhanced bty
the TGICH input. Mukuni, Xapena and Tambulukani

(19%6) note thst both trainees znd snecialist subject
instructors felt that there was justification in the
implementation of the DTIVT LEGPCS input to enhance
communicative performance in areas of snecialisstion.
These sertiments are clearly in line with Mackay's
(1975) observation that ESPCS is usueslly used to refer
to teaching and learning a foreion languase - in
this case Fnglish - for 2 clearly utilitarian purpose
ani that this utilitarian rurpose ic ccneceived as a
successful communicative performsnce in activities in
which nglish pleys an auxiliary role. In our case,

therefore, :SYC5 plays an auxiliary role in learning



the sutject ratter of the field of specinlisetion.
‘otinson (1980) gives further credence to the same
notion when she observes that the >.ul leziner is
usuelly studying to perform a rcle arnd et thie

successful performance can be measured v guccessful
performance in English in his field of specialisation.
These observations give suppert to the

importance of learner and target needs analysis
1T we are to come up with a syllabus tzt is truly
resresentative of the lancuage skills on! linpuistic
vnowledge that will help the learner achieve his

cciloe  sloor (1984) emphasises this fact too.

~Lthouzh 1t wae not the purpose of this study to
addres: itself to this problem, one of the linitetions

~

of this study and other similar ones cdecerves mentione.
If the purpose of ELPCH or any other service Lnglish

1:n uvage courses is to act as an indirect instrument

65

to improve something else, e.g. & trziner's performance

in his specialised study, how can the cervice programme

be genarately evaluated in a meaningful way:

-erhing one way of getting round the ~roblom would

<

be to carry out a study of the trainees' performsnce
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in their specialist fields. The ideal person to
carry out this exercise would be one with 2 rualific-
ation in the specialist subject supplemented by an
wnplish language teachiﬁg background or traininge
iunce gsuch a combination is very fare, st the best
vould Le collaborative teaching between Lhe lansuage
“n subject teacher.s Included in this set is the
leazmner end each of these people would need feedback
from the other two. The learner would need to know
how well kis oerformance is measuring up to the
exnectatione of hig teacher snd to hsve immediate
csulstance with his difficulties as they arise. This
type of nmonitoring assistance may not te ppgsible ir
tie lsnouage and specislist teacers work in isolation,
e zubject teacher would need to have & clearer idea

of how effectively he is comnmunicatir with his
studiente and how that communication mizht he improved.
~ince learning a subject to some extent invclves

learring how it ig talked ebout, the subject specialist's
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tesching incorporates an element éf lanyusge teaching.
this being the case it is reasonable tc conclude that
his work may be assisted by the language teacher. Johns
and Dudley Evang (1980) in a study in tie Team Teaching
of overseas postgraduate studentgobserve that if it is
skills in writing that learners need in order to write
answers to questions, for the language teacher to offer
training in these skills, he needs to know exactly what
the subject teacher intends by the guestions he set s,
what sort of structuring is expected in the answers

and what sort of performance is accepted as adequate,
veedback on these is vital if the lan;uage teacher's
priorities in the teaching of effective communication
reflect those of the subject specialist teacher. 1In
the Johns and Dudley Lvans study, lecturers said they
observed an improvement in the learner's standard of

nelish and command of the subject matter.

Generalisation

The study having shown that the L4PCS course of DTEVT
improves communicative nerformance of the trasinees in
their areas of specialisation, the cuestion that
arises is: to what extent can the firdings be general-
the that

ised te / larger vpopulaticn Ahe samnles were drawn
from? 1In order to enswer the question, an observation
or two need(s) to te made about the study. A true
ex~eriment would renuire subjects tc be randomly

ar
assisned to experimental/control groups in order to
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encsure initisl ecuivalence of two grourns. lowever
since the study was not set up in tiic way due to
adrinistrative constraints, it becare necessary to
adont & less rigoious repeated messures design
involving intsct classes. The study zlso entailed
the researcher gdministering the
treatnent and therefore it wss physically impossible
to conduct the study in more t an one institution
during the same period of time, which was limited to
the first term of the acsdemic year when new entrants
are admitted to the various fields of study. In some
courses new entrants are recruited every two
Years due to course duration or limited space and
training requisites. DBecause of thie the sampling
choice was limited to those courses which were on
offer to new entrants in Jaruary, 198S. In the light
of tuis, caution should be taken when assessing general-

isability of the findings.

The results of sample A can be generzlised to all
shorthand classes of the target populsation in part-
icular and to a lesser extent clerk tyning secretarial
classes in general. This is so because the syllabi
used by the two disciplines are almost identical,
excent that the clerk typing syllabue has a general
grammar comnonent since their Lnglish grades at grade
twelve level are ganefally lower than those of their

shorthand counterparts.
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P

.5 We generalise the findings to clerk tyoin classes
it munt be noted that the maynitude o the effective-
ress nay not be as high as that of the cliorthand

tyoing population.

¢r sample B, findings can be generslised to all
wutomotive classes of the target population in
verticular and in genersl other craft en. ineering
courses such ag heavy duty mechanics, spricultural
mee »nies  and automotive electricsl. Tn craft
en-ineering, the technical principles and prsctices
involved for the different courses are the some gince
they 211 deal with the internal combustion en~ine
nnl otrer related aspects. It can therefore be adduced
thet to a large extent they use similar or related
similar
materials under almost/situstions. In cener:1l the
‘indings can be generalised to craft construction
courseg such as metal fsbrication, wood muchining
sl trowel trades. C'Keeflfe (1983) juustilies this
reneralisation Ly notineg that technical words will
to subject
difler from subject/but che language ckills ana
“ractions, and the events and activities ‘or which
chiese lomgusge skills and functiong are used, are
usuisily common to a lage number of occunations. This

obcervation seems to Justify the use o° the same study
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s¥ills &nd lanvuace of work svllabi for the different
reft courses in NTWVT. 4 sivilsr situsztion obtains
in the shorthand =nd clerk typiung syllsbuses though
tre latter's has a grammar component {cor ressons
elready nentioned. Opecificity does not necessarily
rean uniqueness in c5X syllebus design. . large
numter of language events recur ir larce numbers of
different occupations and even when an event seems
grecific to a single occupation the @zctivities within
that event and language functions required {or these
ectivities are common to more tlan one occupation.
+‘he language of work syllabus for instance starts with
a brief profile of communicative needs of the craftmen.
be used, the people with whom it is used and the forms
of rnglish required. Main language events are then
listec. Lihe profile goes on to deal with the language

of randling

V]

individuals and eroups of reople. It also
deals with aspects of official correspondence and

committee work.

Given these similarities, the differences that srise ure
in classroom practice. The langua-e teacher has to
select syllabus components relevant to the trainees'
field of study. Having done this,instructional

material can be developed from srecinlict texts or
fields airectly related to that field or snecialisetion,

s fact that Pobinson (1980) acknowledpes. Given the
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ntiscvgsicn above, it seers there is little room for
doubtins the grneralisability cf the results as
iricated earlier on. The fect 4tat G practice
<ives room to the vee of common core wide ang-led
teochin;: materials lends further credence to tne
zenercliasebility of the reczults. Finanlly the Newman
neuls [ ethod's validation of all datce identification
overztional hypotneses for sll ordered pairs of reans.
srovides a statictical justification fo: the general-

isability of the findings to the groups so indicated.

cbort ther«fore, desvite tle limit: ticrs of the

study #nd the fact thrat it is the first one of its
kind to seek ermvirical evidence orn student communica-
tion s¥%ills performance in their specialiet fields
since the incention of the iCH in tre DTLVT, it would
be ressonahle to ~ive it the benefit of doubt, and
generalise tre findin~s to the whole tarpet population
within the cenfines of the institutiors during trainin; ..
Ihis suggesticn is suprorted »y the trend diegran

(ife 1) which indicates & ei ilar trend of performance
Yor the exnerimentzl grouns because tiere is 0o inter-
2etion hetween the prouns. Yow they -ctually rerform
in treir sulject of srecialisutior i training,

un in toe sctusl field ¢f work is o zerious issue

wrich requires further research.
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4.5 ecommendations

i)

iii)

iv)

Lince the study has shown thet the .LirlL does
what it claims to dc, its tesching must be

intensified.

Evaluation in the form of tests, question-

naires snd interviewe, in view ¢of changing target
situation ci=cumstences, t» determine tho effect-
iveness ©f the course and how it can be improved

must Le conducted veriodically.

Since one major limitation of the study is that
its findings cannot be exten.ed to conclude that
trainee performance in the sunject content of
their areas of specialisation correspondingly
ireproves, it is recormmenced tiat further
appronriste research should be carried out in
the LTiVT to determine the actial effect of the
worCS innut on verformance in trne field of

specialisation.

In order for (iii) to Te effectively tackled
team tenchin: and/or subject lznsuage integra-

tion rust be seriouely corsidered.
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Lxternal communication - between organi-
sation and outside world,
UNIT A2
" Be Library and locating skills
blement 01: Reference books
Title and author
Date of publication
table of contents
index
bibliography, glossary
Dictionaries
Alphabetical order
definitions and selection of
correct meaning
Ability tg-use defined word
Uirecpories,;
Functions and structure
System and classification
Extraction of information
Element 02: Classification
DGWey Decimal System
Catalogues
Author
Title
Suﬁject
Cireulations
System of loans

Feriod of loans
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Extensive Neading

Skimming to obtain the gist and

general imprcasion»of the text.

6e URIT A3 NOTE TAKING AND MAXING

Llement O1: IListening for information

()

(i)

(4ii)

Llement 02:

(1)
(i1)

(iii)

Identifying the main point in

speech through vocal underw-

lining, end focus and verbal

clues,

lkecognising iniibators in
speech for introducing'nn‘
idea, developing an idea,
transition to another idea,

emphasising a point etc.

-llecognising the use of stress

in connected speech for

indicating emphasis or contrast.

lleading for information

Basic reference skills; under-

standing and use of table of
contents

Graphic presentation: headingﬁ,

‘subheadings, numbering,bold

print, footnotes.
Scanning to locate specifically

required information.
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(iv) Deducing use and meaning of
unfamiliar lexical items through
understanding word formation.

(v) Understanding relatioms within
the sentence through elements
of sentence structure, modifica-~
tion structure and intrasenten-
tial connectors,

(vi) Understanding relations between
parts of a text through repet=-

ition, synonymy, substitution,
hyponymy etc.

7o

UNIT A3

NOTE TAKING AND MAKING

Element

I

03: Techniques of summarising

Distinguishing the main idea from

'supporting detail by differentiating

(1) Primary from secondary signife
icance
(ii) The whole from its parts

(iii) Process from its stages

(iv) Statement from example

N

III

(v)  Fact from opinion
Extfacting-salient points to summarisé
a specifie idea in a text

Recording salient points in reduced
form bys: :

(1)  Omission of closed system items

(ii) Omission of repetition
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(iii) Comnrression cf senterce
or word groups
(iv) Compression of examples
(v lise of ahbreviations
baY Using, graphic rresentation
na;ticnlarly headings, subhead-
ings, indentation‘and nurbering.
v franscoding inrormation in a
written text tc diagrammatic
display through constructing a
diagram, tahle or graph; and

vice-versa,

UNIT A4: KON VERRAL INWCRyaPICN

“lement O1: .
Internreting and tranrscoding information
from non verbsl sources (i) graohs
(ii; tables (iii) disrr-ms (iv) bar char

(v) stetistical raps.

Ee ULRIT A8: WRITTHG GXIILG

l.ogical orgenisetion

“uitable organisations

lrogsible arrangement of body of text in
Chronological order, spartial order, ascending
order of importance, descending order of
importance, descending order of complexity

dercending order of familiarity.
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UNIT A6: LUCINESS CORRESPONDENCE

Element 01:

Element 02:

Element: 03:

Letters

Layout

Content: reference, information,
pufposé. conclusion’

Style: VOcabulary; tone,
conciseness, clarity, correctness
courteousness, objectivity.
Memoranda:

Purpose and use

Layout

Content

Telegrams:

purpose and use

Layout

Content

Need for brevity, clarity, accuracy.
appropriate use of punctuation,

correctness of telegraphic address

UNIT A47: ORAL CCHMUNICATION

" Element 01:

B

b,

Techniques in business environment.

interviews, meetings

receptions

Oral instructions

Receiving instructions

seeking clarification by indicatin
area of doubt.

Accepting direct instructions.



ce laking requests by stating the
problem through explanation,
substantiation and justification.

Llement O4: Telephone Techniques

Need for:
Answering promptly
Answering with appropriate
greetings/information
Peking messages co:rectlyb
rerouting calls to appropriate
‘recepient,
Being polite.
Avoidance of:
rudeness or abruptness,

slang and inappropriate lenruage

10. REVISIONR
e e Administering of post test one
12. -

13. Administering of post test two.



APPENDIX 'B'

SCHEME OF WORK FOR AUTOMOTIVE MECHANICS

(SAMPLE B)
WEEK No. TOPIC
1 Administering of pretest one
2 -
3 Administering of pretest two
4 URIT A1: ATTENDING LECTURES
Element 01. Listening to lectures
(1) Understanding patterns of
scientific thought
(ii) Distinguishing the main idea
from supporting detail
(iii) Recognising the indicators in
a lecture
(iv) Understanding relations between
parts of a lecture
(v) Recognising the use of stress in
connected speech
(vi) Deducing meaning of unfamiliar
lexical items
(vii) Understanding information not
explicitly stated.
5e Element 02: Note taking/Making

(1)

Extracting salient points to

summarise a text,
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(ii) PRecording salient points in reduced
~form through rejecting redundant
items

(iii) Using graphic presentation

(iv) ©Selective extraction of relevant

points from a text

UNIT A2: STUDYING PRIVATELY

Element 02: GSeeking further information

from text books.

(i) Basic reference skills

(ii) Skimming

(iii) Scanning

(iv) Deducing meaning of unfamiliar
lexical items

(v)  Elements of sentence structure

(vi) Lexical and grammtical cchesion

(vii) " Inductive/deductive organisation

(viii) Distinguishing the main idea from
supporting detail

(ix) Reducing the text through rejecting
irrelevant items

(x) Transcoding.

t£lement 03/#: Seeking information from

the library, colleagues or lecturers

(1) Skills for eliciting help (initiating

maintaining and terminating discourse.

-
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URIT-A3:  WRITING ASSIGNMENTS AND REFORTS
-l —

Element 01: Ilanning

(1) Skimming (ii) scanning

(iii) organisation of information in
oxpoaito;y language.

Llement 02 'Writing

(1) Expressing conceptusl meaning

(ii) Expressing relations within and
between sentences

(iii) Use of indicators

(iv) Basic layout skills

(v) Transcoding

Element 03: Checking

(1) iocating errors in layout and
content

UNIT A4: WRITING TESTS AND EXAMINATIONS

Element 01: Preliminary reading of questions

(1) nderstanding instructions

(1i) Skimming to obtain general
impression of text and gist of
content of each question.

Element 02: GgSelecting  questions

(i) Compare information required and
information known.

Element 03: Answering questions using

patterns of scientific thought
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Element O4: Checking
(1) locating errors in layout and

content

UNIT B2: WORKING WITH CCOLLEAGUES,

SUPERVISCRS AND SUBORDINATES

Element 01: Joint consideration of problems

(i) Identification

(ii) Analysing

(iii) Reaching a solution

Element 02: Communicating results and

decisions

(i) Rational exposition - explanation,
analysis, evidence

Element 03: Giving instruction

(i) Identification of problem

(ii) Proposed solution

(iii) Mesns and method

Element O4: FReceiving instructions

(1) Seeking clarification

(ii) Proposing other solutions

(iii) Accepting direct instructions

Element 05: Seeking permission

(1) Stating problem

(ii) Making the request

Element 06: Granting or refusing permission

(i) Acknowledgement of request

(ii) Analysing request

(iii) Accepting or turning down request.
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UNIT B4:  CONTRIBUTING TO THE SMOOTH

WUNNING OF THE UNIT

Element C1: Official correspondence
(i) Form feeling

(ii) Revort writing

(iii) Letter writing

104

Element 01: Official correspondence
(1) Writing memos and notices

(ii) TPeeding official correspondence
Element 02: Maintaining sufficient stocks
(1) Assessment of future needs
(ii) Ordering supplies using forms
(iii) Ordering supplies by letter

1%

Administering of post test one

1%.

Administering of post test two.
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APPERDIX 'C!

PRETEST 1 EOR SAMPLE A (SECRLTARIAL)

SITUATION A

'You are the Personal Secretary to the Accounts Manager
at Chitina Machine Hiring Company. Cne afternoon your
phone rings and the following conversation takes

place: -

(X) You: Good afternnon. Chitina Machine
Hire. Can I help you?

(Y) Mrs Musofu: I'd like to speak to Mr Sekaseka.

(x) I'm sorry bhe is out at the moment.
May I help? I'm Mr Sekaseka's
Personal Secretary.

(Y) ‘ -~ Well, it's really quite important.

' I'd like the matter to be dealt with
urgently. We received a letter from
you this morning threatening legal
action if we did not pay our bill.
llow this bill was psid two weeks ago.
It's really quite amazing. Ve've
been doing buginess with you for well
over four years and we have always
paid promptly.

(x) Ch, I see. Well I'll certainly look
into this for you at once and I'll
see that Mr Cekaseka knows about it.

May I have your name)please?
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(Y) It's Musofu from John Vood Limited.

(¥)  Ah, yes,Mrs Musofu. You are down Project Avenue,
aren't you? On the Mafwasa Tndustrial Estate?

(Y) That's right. You know even if our bill had been
outstanding, I'd have thought you would have
given me a ring - not this threatening letter
business. We've been good customers long enough.

(X) Well,lMrs Musofu, I'm sure there has been some
clerical error which we can sort out. Do you
happen to have the Invoice in front of you? If
you can give me the number I can trace your
account guickly.

(Y) As a matter of fact I do. It's 1512/Ba
Did you get that?

(X) 1512/BA. I'll look into this straight Ewayy
Mrs Musofu. If there are any further problems
I'11l ask Mr Sekeseka to phone you when he gets
back.

(Y) I suggest you sort it out pretty quickly.
I can go elsewhere for these machines you know.

(X) I'm sure there is & simple explanation.

(Y) I certainly hope so. Good bye.

(X) Good bye.

TASK 1

“rite the notes you made during the conversation

TASK 2
After the call you checked relevant documents and

made the following notes:-
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Files - JWLTD's bill overdue 1 wk.
- JWLTD paid 10 days late.
- Clerk told to send warning to
customers overdune 1 mth,
- Clerk sent JWLTD form letter for 2nd
warning.
- Seems to be only error of the sort.
From the notes you made during the phone conversation
and those on checking files, write a memorandum to

r Sekaseka about the problem.

TAGK 2
Seeing that you are more acquainted with the problem,
Fr Seksseka, after reading your memo, requests you to

write a letter of apology to John Wood Ltd.

wWwrite the letter.

SITUATION B

At Chitipna Machine Hiring Company it has been establishe
ed practice in the past for all staff within the

Company to be granted use of the Company Switchboard

to mako‘poraonal phone calls provided they identify
their nsme, extension number and the number they wish

to call.

This information is then relayed by the Switchboard
Uperator to the Accounts Department and it's your
duty to make out Fersonal Telephone Accounts to staff

for each month. This information is then relayed to
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e

the concerned officers by Internal Mail,

!

recently however, the Company's Telephone Bill has

gone very high. This has caused a 1ot of concern on

the part of the Accounté Managen l'r Lekaseka, who asks

you to find out what the problem might be.

Your inquiry reveals the following information:-

(b)

(b)

(e)

(d)

(e)

(£)

(&)

TASK &4

The Switchboard Cperator reveals that some
officeﬁa do not reveal the nature of their
calls.

The same numbers are called by the same
people regularly

The overall volume of personal calls is
increasing.

Despite repeated bills being presented, an
increasing number of staff are not paying
them.

Staff make phone calls on behalf of outsider
Some members of staff say they are receiving
fake bills.

The Switchboord is sometimes left unmanned,

hence open to abuse.

Prepare the report for Mr Sekaseka on your findings

and suggest what action should be taken to redress

the situation.
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TASK
After examining your report, the Accounts Manager
decides to call a meeting for Heads of Department to

discuss the contents of the report.

Write an appropriate notice and agendsa for the

meeting.



APPERDIX 'D'

PRETEST 2 ¥OR SAMFLE A (SECRETARIAL)

SITUATION

You are the Typing Pool Supervisor at itarr Textiles
Limited. One morning when you report for work you
find the following message in your in tray from the

Personnel Manager.

Heports reaching Management indicate that the Typing

Fool is gradually becoming disorganised.

Work sent to Typists in the Typing Pool goes missing
from time tec time and the typed work handed back to

officers, often after 2 long delay, is full of errors.

Most of the Typists are either absent or spend most of
the time speaking to friends on the telephone. Some

leave the office without permission.

This change is greatly worrying because before you
took over from lMrs Bubala &8s the Supervisor three

months ago our Kitwe Cffice used to be exemplary.

I would like you to write & report with recommendations

On the prevailing situation.

During your investigations the following is some of

the information which comes up

- Casual attitude towards work

- Insurbodination
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- Carelessness

- Lack of punctuality

TASK 1
Write the report.

After examining your report Management decides to
dismiss you and %two other Typists,Kapisa Hachibwatu

and Mubwaluka Habesankwa.

TASK 2
Write a letter of appeal tc the General Manager at

your Head office.

Your appeal is successful. The first thing you do
on being re-instated is to call a meeting of all
Typing personnel %o discuss the report you wrote

"before your short-lived dismissal.

TASK 3

Write the notice and agenda for the meeting.

After the meeting, at which far-reaching resolutions
to jack up typing services are made, you decide to

inform the Personnel Maenager about the deliberations.

TASK &4

kWrite the Memorandum to the Personnel Manager.
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A week later a Management meeting decides to re-in-
state one of the other two Typists, Kapisa Hachibwatu,
as recommended by the meeting of the Typing Pool
rersonnel. The Iersonnel Manacer instructs you to
inform Hachibwatu using the quickest means. You
decide to ring her after discovering that she left a

contact phone number.

TASK

Frepare notes on the information you wish to convey
to Hachibwatu. The information should cover the
period from her dismissal up to the time you receive

these instructions.
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APPENDIX 'E!

POST TEST 1 FOR SAMPLE A (SECRETARTAL)

SITUATION 'A‘
You work as a Personal Cecretary to the Chief

Accountant for Konimani Textiles Ltd.

Of late your Organisation has been facing @ lot of
operational problems because of a long history of

*Industrial Unrest.

Last week Management held a Consultative lMeeting with
Workers' Union representatives to find solutions to

the problem.

The lMeeting resolved that the General Manager would
meet all staff in the various departments. It was
acknowledged that unless a solution was found and made
to work, large scale redundancies and eventual

folding up of the company would follow. The Company
was 1Qsing;10t of money through payments for raw
materials, additional staff and fenovationa to the

Plant.

Another cause of 1oas of money was identified as being
claims against the company from staff who have had
accidents while on duty. The meeting resolved that
such claims be suspended until a proper safety policy
was put intp place. During the meeting,Management

indicated preparedness to introduce overtime working
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and ;
hours{ productivity bonus payments and to invest in

new- €quipment. These developments would mean that
the Accounts department would have te work extra hard
to expedite all financial transactions to be introdu-
ced.

TASK 1

W“rite a memorandum on behalf of the Chief Accountant
to staff in your department about the impending
financial dcvelopnents in the organisation and their

likely implications.

TASK 2

Write the nqtice of the meeting the l'anaging Director
will hold with staff in the Accounts Department as
resolved at thé Consultative Meeting. Include an

appropriate agenda.

SITUATICR ‘B’

In view of the uncerteinity of the future of the
Company you develop a keen interest in reading the
appointments page of the Times of Zambia. On 20th
Yarch, 1989 you saw the following advertisement:

We require the services of a Private Secretary.

Lducation
GCL '0' levels or Grade 12 with credits in five subjects

including English Language and a commercial subject.



95

Gualification

Secretsrial Certificate with Shorthand/Typing speeds
of 90/55 wpm.

Lxperience

At least 2 years with a reputable organisation.

Age

Must be at least 22 years.

Method of Application

(i) Apply in own handwriting including copies of
relevant documents, names and addresses of two
referees of professional standing.

(ii) Your application should reach the undersigned
not later than 17.00 hours on Friday 6th April,

1989.

The Group Human Resource Manager
P.0. Box 30075
Lusaka,

TASK 3

Write a letter of application detailed with relevant

information.

SITUATION *'C*

About a month later you receive a letter inviting
you to attend an interview for the post you applied

for.
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TASK 4
Briefly discuss some of the factors you should consider

in order to have & chance of succeeding at the interview

SITU%TIO@ *

Whilé/gegigfﬁg the outcome of the interview, a work-
stonp;ge occurs 8t Konimani Ltd. You are a member of
& Committee appointed by Management to conduct &

therough investigation into the problem. al

Your inquiry reveals the following among others:
Yoor working conditions
Workers want a senior empioyee removed
Late coming
Delay in convening a meeting to discuss working
conditions
No accommodation
Malingering
Poor working habits
Dishonesty

Wastage and misuse of Company Property.

TASK
Compile an appropriate report with suitable recommend-

ations to solve the problems.

TASK 6
Frepare & minute that will accompany the report when
it is submitted to Management.
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APPENDIX 'F'

POST TEST 2 FOR SAMPLE A (SECRETARIAL)

SITUATION ‘A’

You are the Private Secretary to Mrs Ireen Chipindi,
the Personnel Manager for lMNutena Hikulembalemba (M)
General Manufacturers Ltd. P.0O. Box 23140, Lusaka.
It.is Monday April 16, 1989 and you receive the
following internal minute:

Ps.

Cen you investigate  the fight in the Typing
Pool on Friday last week. I hear property was
destroyed. Find out the culprits, write me a

formal report on this with recommendation, not

later than Friday 27th April.
I. Chipindi

16/4/89
HM/10/1

You immediately embark on the investigation and some
of your preliminary findings are:
The people who fought are Magaret Iwelwa, the
Typing Pool Supervisor and Linah Mgumers, a
Typist. You go to the Iyping Pool and you find
that two glésa panes were completely broken and

need replacing; the third one has cracks
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but is still strong. There are eight Typists

in the Typing Pool including the Supervisor.

The other six Typists who were not involved

refused to say anything about the fight, when

you interviewed them individually.

You decide to interview the two warring parties.

PIRST INTERVIEW

You:

Mwelwa:

You:

Mwelwas

Magaret, can you tell me what led to the

 fightyz

I think there is something wrong with that
0old woman. There was completely no problem.
You see, you gave me those things to be typed.

You said they were very urgent, you remember?
You mean the Board minutes? Yes, I remember.

Yes, so I gave them to lMs lMzumara and said
"You are the only one who is not typing
sbmething urgent, type it. It's wanted this
afternoon”". Just like that, politely you see.
Then she said angrily, "Who told you that
what I am doing is.not urgent?" Then I said,
"I know what work here is urgent and what ia-
not because éverything comes through me".

She then'said I should have respect for her,

you know, that sort of thing, because she is

7
older than me. Then I tried to tell her that

what T had asked her to do had nothing to do
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with her age or experiencej; there was work
to be done and she was the person to do 4i¢
end that was all. Then she got more angry
and started insulting me, calling me a bitch.
When I said she was 2 bitch herself, she
grabbed a bottle of correcting fluid and
threw it at me. That's when I also grabbed
a cup and threw it at her. That's how the
fight started.

Alright you may go back to your office. I
might call you again if I need to, all right!

SECOND INTERVIEW

You:

lizumara:

You:

Mzumara:
You:

Mzumara:

Ba Mzumara can you tell me what led to your

fighting?

What did she tell you? Tell me first what
she told you, because I know she is a very

good liar, What did she tell you?

We are not here to discuss what she told me.
I just want you to tell me what you know
was the cause of the fight.

What ever she told you is not true.
Alright, now tell mé the truth yourself.

She brought something to type, then she said
"Mzumara you are not doing anything, type

this". Then I said, ™ an't you see that
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Mzumaras

You:

Mzumara:
You:

VMzumara:;
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I am typing something here?" Then she
said, "I am the boss here, everybody takes

- my orders without questions”, and she said

it so proudly that you could see she meant
to insult me. Then I said, "go to hell with

your being boss here, I know my Job, I

‘started working long before you were even

conceived". Then she got annoyed and started
boasting that she was a form five and that I

was only a standard four dropout, that's why

g could not get promoted, you know, so many

things. So I lost my temper, I am a human

being too. Then we fought.

Who threw a cup at the other?

She did. She even broke a window.

You also broke & window with a bottle,

didn't you?
Yes, wvhen I missed her.
CK, I might call you again if I find need to.

OK, no problem.

A few minutes later, you call both of them together

and discuss the mdtter. They both agree on who broke
.the

what, except in the case off?“cracked pane. Ms‘Mzumara

seems to be the guilty party; she reacted irrationally

to the supervisor's instructions. You tell her that

in her face, and she keeps quiet. They both agree to
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bear whatever punishment Mana:ement might give them.

TASK 1
drite a report on the incident, including appropriate

recommendationse.

SITUATION 'B'

One of your recommendation in the report is that a
meeting for all typing staff, to be chaired by Mrs
Chipindi, should be called. I's Chipindi agrees with

your suggestion after reading through your report.

TASK 2
a) Write a notice and agenda for the meeting

b) What word is used for

£3%) 8 proposal carried by a meéting?

(ii) notes of guidance for the meeting given
to the Chairman?

(iii) ean addional vote cast by the Chairman

in case of a tie?
¢) If at a meeting

(1) a quorum is formed what should the
Chairman do?

(ii) everyone present votes in favour of a
motion; what words are used to declare

the results?

SITUATION ‘C'

During the course of the meeting you are called to

answer a telephone call on behalf of the Chief Sales
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Officer,M'r Atanga Mukena, Fr Mukena is away at. the

Police Station where his junior staff are locked up

in cells. The following conversation follows:-

(X) You:
(Y) PFrs Chibu:

(X) You:

(Y) Mrs Chibu:

(X) Yog:

(Y) Nrs Chibu:
(X) You:

- Good afternoon, I"H lanufacturers,

Can I help you?

I;q like to speak fo Mpr Eukena.

I'm sorry he is out at the moment.
Fay I take w'é message? 1'll pass
it on to him when he returns.

It's really quite important. I'd
like the matter to be dealt with
urgently. We received a letter from
you thié'morning threatening iegal

action if we did not pay our bill.

Now this bill was paid two weeks ago.

It's really quite amazing. We've

been doing business with you for

well over»foﬁr years and we've always
paid promptly.

OCh, I see. Well I'll certainly look

into this for you at once and I'll see

that lr lukena knows about it. May I
have your name, please?

Jt'e Chibu from Katungu Limited.

th, yéa Mrs Chibue. You are down Mtine
Avenue, aren't you? Cn the Nkonde

Industrial istatee.
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(1)

(X)

X

¢ 4G
(Y)
(X)

TASK

FMrs Chibu:

You:

Mrs hibu:

You:

Mre Chibu:

Youi
Mrs Chibu:

You:
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That's right. You know even if our
bill had been outstanding, I would hav
thought you would have given me & ring
not this threatening letter business.
We've been gqod customers long enough.
Well, Mrs Chibu I'm sure there has
been é clerical error which we can sor
out. Do you happen to have the invoic
in front of you? If you c;n give me
the number, we can trace your account
quickly.

As a matter of fact I do. It;s
449/4329/hB, Did jou get that-
b49/4529/AB. I1'1]l pass on the message

- to Mr Mukena. If there are any furthe

problems I 11 aak him to phone you whe
he gets back. ‘

I suggest you éort it our pretty
quickly. I can go elsewhere for these
gooda you Knows

I‘m sure there is a simple explanation

I cérteinly hope so. Good bye.

Good bye.

write the telephone message for the Chief Cales

Officere.
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SITUATICN 'D*

After reading your telephone messige the Chief Sales
Officer checks through relevaent files and makes the
fcllowing notes: '

- Katungu psid 10 days late
- Clerk told to send warning letters to clients

gverdue by one month

- Clerk sent Katungu form -letter used only for ©nd
warninga
< Phis seems to be only error.

ks tHe Ch{df BaTes offCead ddth & Vrite ™ letter of
apology to Kestungu Iimited, a Police Constable calls
at his office to summon him ﬁo the Pclice Station to
help with 1nvzétigations into a case of fraud involving
his section, Iir rukena then &sks you to prepare the

letter on his behalf.

TASE 4

Draft an appropriaté letter of apology for Mr Mukena

to sign when he returns from the Iolice Ltation.

SITUATION *E!

The Chief Gales Officer is evcntuall& charged with

and convicted for fraud aiong”with his junior staff.
Subsequently, they all lose their jobs. INr Mukena's
Jjob ia advertised and s date has been set to interview
short disted candidates.

TASK & '

How would you prepare for and conduct such an interview

(make brief notes)
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 APPENDIX 'G'

PPETEST 1 FOR SAMILE B (AUTO MOTIVE MECHANIGCS®

Insert the missing words in the following letter.
The words are not provided, You are expected to use

your imaginatibn.

Dear Gir,

On 4th Jenuary this year, I sent you @8n ...... for

- ten sets of 18mm sparking plugs, six sets of fiat.

121 cylinders, rings and bearings and four peugeot
504 radiators stressing,the_important of delivery
someoe 16th,January sesaas. the latest’ the date on

which we close business for annuel ....e. taking.

I have received NO seccee of.the‘order, nor have

the items been delivered. Failure to receive them
esceee time i ceeeee 8€rioUS eeceee and I shall be
glad if you will look into the matter as one Of sessee
and let me know when the goods may be expected.

Yours faitufully,

From the liét of words given below, insert the ‘
correct ones inkfhe blank spacgs'of the cloze fext.
Do not use any one word more_thaﬁ once. Working,
known, manufaéturad, spite, rit, mostly, speed,
regarded, days, sometimés, order, process, accuracy,

adjusted, highly, machines, finished.
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In ceeeee Of the sevcee of modern machine tools,
there are still many parts in ...... goods which
have to be made or finally .eceee by hand £0 ceececee
othef,paxts. Work of this kind is eeseses as fitying
and is carried out by fittgrs. These 8Te eevees

trained craftsmen with a g00d ...... knowledge of the

. whole ...... from the original Engineers' drawing to

the esscee article.

Complete the tablé below:

Shape Nape .of Shape. | Adjective
Square
Triang}gd‘.‘
Qizblo i
Semiciréle
““““ ; * Angular

.............

The pump or forced circulation type of cooling system.
is similar to the therﬁosyphon type except that it
makes usé of a centrifugal pump to circulate the
coolant through the engine and radiatgr;” The water
pump draws thg coolant from the botton of the radiator
and delivess It to the cylinder block. The coolant
circulates throughout the cylinder block through bored
vassages (water Jackegn) to cool the engine cylinders.
From the rear of the cylihder bléck. the coolant flows

upward iﬁto the éylinder head where it cools the valves
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and combustion ohawmbers.

Cn its way to the front the ccolant flows past the
thermostat, which if open, permits the water to flow
.into the upper radiator header tank or a supply tank

(if employed). If the thermostat is closed, a portion
of the c&olant returns to the water pump for recirculati

throughout the engine.
A, What do the following items in the test refer to?

(i) "it“ sentence q P E R E N N I N A B R R R R B B B
(ii) "it" sente}nce 4 P R RN B IR N Y B B N R B B )
(11i) "its" SENtENCE 5 eeescescesscsssssssscense

(iV) "it“ Bentence 5 R R N N N N )

B. From the text, find words which have the same or

nearly the same meaning as the following words:

(1) ldentic8l seccscscsccesscessseccccscccoce
(1i) dietribute .seececcecescccsccsscccccccccces
(1ii) 811 OVEr .eeeeeescccccecccncanccncccccnns
$5¥) DOOK ccocccccniseccensssssvssssssscsccccee

(v) 1et8 eeveenceconcnccncoscscscnncacaccnens

(Vi) burning CRC N A BN B BB I I B L B

(Vii> goes baCk ..‘.......‘.....Q..O...‘.;.'....

Ce Which one of the following is the text exempli-
fying? Put a tick in front of the item of your

choice.

(i) a process (ii) an anlysis
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' (iii) an identification

write a letter to the lManager of your company'asking

for a tranSfer'frob your town to work in a sister

éompany, in the saﬁe capacity in another town. Give

two good.reasbns for your request.

Hecently there was a near fatal accident in one of

the workshops.' As a workshop foreman write a memo-

randum to your personhel draﬁing their attention to the

importance of observing laid doyp safety regulations.

Ao

: :

Thé~retr61 Engine

The.fuel and air mixture‘entefs'the cylinder,
The piston rises and compresses the mixture.
The‘cqmpresseﬁ mixtu?g is ignited_by the spark.
ks the,combuqtion gases expand they push the
piston dqwn;_gnd“phe crankshaft turns. In an

air craft the crankshaft is connécted to the =

" propeller. In a car it 'transmits power to the -

Wheelﬂ. """" gm0 Ea® e s

The Jet Eng;ng :

The'combreasor sucks air into the engine, and

...........

with the fuel and this mixture is burnt in the
coﬁbustion chamber. The combustion gases drive
the turbine. This drives the compréssor. The
exhaust gases escape from the engine through the

nozzle. This pushes the air craft forward,
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In the above descriptions the following
stages are found; power is produced; the
mixture is burned; fuel enters the
combustion chamber., Put the stages in the

correct order.

(a)
(®)
(e)

The fpllowinﬁ'aentences describe thewpetrol
engine in Text A and some of them describe
the jet engine in Text B. Separste them
and put them in the correct order for des-
cribing how each engine works. Use the

space provided at the bottom.

a. The exhausi gases escape from the
engine through'the nozzle.

be The spark ignites the mixture.

Ce The air and the fuel mix together in
thé'combustion chamber, f

de The fuel and air mixture enter the
cylindor. .

e« The combustion geses drive the turbine.

f. The crankshaft turns

ge The combustion gases expand

he Air enters the engines

i« The air and the fuel burn in the

combustion chamber.'
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Je The piston compresses the mixture

k. The compressor compresses the air

l. The combustion gases push the piston
down.

m. The turbine drives the compressor.

PETROL ENGINE : JET IENGINE

Be You are an employee of Fublic Works in the Mechanicdl
Service Branch in Kabwe. Many:of your juniors in the
Automotive Department do not know how to read and
write. One 61d man wishes to go on leave for three
months but since he can't write he does nét know how
to complete ého 1eave,foras; Assist bhim to do so.
ﬁis full parficulara are given in the conversation

belows

Old.ran: You see, my son, I want to go on three months leave
startiﬁg from June 1 this year,

You: But you have not told me your name and rank.

0ld man: Ooh! I last went on leave in 1978, again for three
monthe frop August 1.

You: Ckay, were you given commutation or not?
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0ld man: I went on:leave for one month and the government
| gave me money for the other two months.
You: what is your service number?
Old ‘man: My Registration Card Number is 176618/1%/1 but on
my workshop Identity Card thére is another pumber
1S 584/2.
You: Do ybu want to commute any days again? .
01d ‘man: I-wantran ordinary leave to rest for three months.
Yog see I want to prepare a home inte which I will
fetirg in four years time,
You: where to you want‘to spend your leave and how do
you want tp get your money while on leave?
Oid'manx_ I don't want to change my paypoint. I will stay
with my brother in Kasema nea: Vwamba Primary
. School, Box 41087‘Kaaama;
You: How much do you get paid per month? (He shows
, ‘you the payslip and you discpver that he gets
'K150,00 before deductions. You also find out his
 Deme ig JARPET MUAMBA MWILL). Do you have children?
Gld,man:  I have = wife and four children.
You: Whn? wo:k‘do you do in the workshop mogt;y?
0ld man: All the past years I was cleaning the workshop
: but iast‘monthll was transferred to giving spanners

to the mechanics.

Help the o0ld .. fill part A of the application form

below.

Original to: Officer
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Copy to: Permanent Secretary Ministry/Province
Permenent Secretary, Personnel
Senior Finance Officer (Salaries)

Head of Department

- ZAMBIA PUBLIC SERVICE (LOCAL CONSITICNS)
APPLICATION FOR LEAVE AND LEAVE CERTIFICATE

PART A

Surname: ...............;... Other Names: sesesescesscsccccsce
Personnel Division File NO: cevecscessesNats Rege Card NOcsweo
Minist g RrovEingss . inaarsssiis cad cnavshinghs sand ssnalPossccssd
Department: ..........;......... BOBRS cadsssesssssocsscsscsces
" DAVISLQNE ssesenescspevianess, SRIATY K sscscssssese DOF, fDDUM
Date of return to duty last leave (of date of appointment if
leave RO DENVINUELY LREON) scibicssbsscntiiibssbniasesbnesnn
Date bnAWhiqh leave was last SRR it s s doh b vnsepsssssben
When tfavel warranf was 1a$t received: sececsscccccncsscococe
1 now apply to take seeseee d2YS eeeee.. (state type of leave
now applied for ordinary, specisl, maternity, etc. Seetion F
of General Orders) the first of which is to be sanssesee BNd
to commute eeeeeee days, making a total Of eeesesss days to
be deducted from my earned lea&e.

I also apply for a leave travel warrant for myself, my wife
and eeessss children: agéd sonsnss ITYOM qesasse U0 ceocnnse

and returne

Salary on leave to be paid in the normel way/in advance up

to the last day of the month proceeding my return from leave.
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My addreSS OB 1OVe NIl DO Ui chsvi st i o UNiDEII oS s T BGe s boboe

I A AR AR R R AR R RS R AR AR R EEE R R R EEEEE R EEE B E R EREREREEERE R EE R RN ENERERENNN]

" Date:

9

.......C..I.‘..O.... 0 0000 SPOOOOOFTIONOELISOLSIOEROONOS

Signature of Applicant
Read the text below and answer the questions which

follow: -
PORTABLE POWERED HAND TOCLS

Electrically operaﬁéd hand tools are generally
considered to be the tools of the carpenter end joiner -
mechanics do not often use them. They can be‘very dang-
erous if used incorrectly or carelessly and their

potential danger muat be recognised.

Fany power tools have in recent years become available
for 110V aupply, especially for work on building sites.
They are much safer in use and a shock from this lower

voltage would not prove fatal, which could be the case

when operating on 24CV, Hevertholcss. these lower-

voltage tools must be treated correctly. In some
workshops, tools are driven by a 50V power supply.

Some power tools can be obtained with double insulation
which means that it is impossible for an operative to

receiveva shoék from the tool. Hence the manufacturers

use two-core cables, the earth wire being unnecessary.

flowever, many portable tools are still driven by a

240V power supply and need to be earthed. To prevent
mistakes in the use of tools designed for different

power supplies, it is usual to fit different types of
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of plugs and sockets for each kind so that damage will
not be done by connecting them to the wrong power
supply. It must be remembered that neglect on the part
of users of power tools may lead to very serious injury.
v essential to observe safety precautions and
to understand how the ﬁachine works; how it should ;;—
used, and its work capacity. The user should make
certain that the tool is in good working order and that
the correct power. supply is available, Every power
tool should be inspeéted for faults at regular interval
by an experienced pefson. If a fault occurs, the tool
should be tékeh out of use immédiately end returned to

the étoré rooﬁ; ‘It is iﬁportant to attach a note

stating the reasbﬁ th it has been returned.

The cables leading from‘the power source to the tool
should also be inspected regulary and renewed in the

case of damage or wears When used on site, they can

be damaged if traffiec is allowed to pass over them,
Kinks in tﬁ:_cable‘should be avoided since theyfcan
cause damage. Carfying a tool from one placg to‘
another, with théhlead‘over the workmapfs shoulder and
‘the tool hanging down his back can cause the leads to

be separated from their connections.

-Never adjust a portable tool while it is plugged into.

the power supply « careless switching-on by a practical
joker while adjustments are being made could cause
. severe injuries. Also, before inserting the plug into

the socket after adjustments have been made, make sure
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that the ‘on/bff'switch on the tools ig in the 'off'

.position. Never pull the plug out of its socket by

pulling on the ceble. This too can detach the leads
from their connections. If a change in sound of a
portable tool . is noticed during use, switch the power

off and have the tool inspected for faults.

Safety goggles should be worn in many cases, especially‘
if abrasive materisls are being used. Dust masks should

be used too, especially when working with asbestos and

other dust producing materisls.

‘Cafety guards supplied with the machine should be used
at all times. Fixing the trigger switch to the 'on'
position to relieve the job of constantly applying

pressure with'the,finger is not reconmended, because

if the todl‘should 8lip and corme to vest ageinst the

opéfator‘d body, injuries would result becsuse of his

inability to faloﬁse‘tpo switch to stop the machine.

e CCMPLETE THE TABLE BELOW - using words from
the following list: 'Hence, tizerelater, and,

cbnstant, addition, if, because, reason, never.

LINKWORD FUNCTICHN
Addition
when
Nevertheless
Hesult
However
And
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ifr

Before

Condition

what are the subjects of the following Verbs?

(i) "Uge" pare 2 last Sentence eccecececcececs
(ii)  "Driven™ para 3 first sentence eceecececee
(iii) "Should be used" para 6 first sentence
What type of reference do the items below make?
(i) "It" pera 3 last sentence seecesccccess
"This too can detach the 1€8d8 ee...." para 5
last sentencé. What can detach the leads?

Cite linguistic evidence to show prohibition

LA AR R R SN A EEE R R N R N S P N R R R )
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APPENDIX 'H'

PRETBST 2 FOR SAMPLE 'B'

(AUTCMOTIVE MECHANICS)

Some words have been removed from the following
passage. The iist of these words is given below
the passage. Choose which word goes into which
blank space and then fill it in.

You know that in a. d.c. generator the revolving

part is alwaya the armature. In an s.c. geners-

1

tor, -y this is not usually true.

For there'are two types of alternators - the

revolving - armature type and the revolving field
- typc. The revolving - armature type alternator

is similar in construction to the d.c. generator

£ the ermature rotates through a station-

ary magnetic field. ? in the d.c.

generator, the e.m.f. generated in the armature

‘windings in converted into d.c. by means of the

e

commutator; in the alternator,

the gemerated a.c. is brought to the load in

charge, by means of slip rings.

The revolving - armature alternator,

‘ y is
only found in alternators ©f small power rating,

and is not generally used.
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The revolving - field type of alternator has a
st#tionary armature winding and a rotating field
winding. The advantage of having a stationary
érméturc winding is that the generated voltage
can be directly connected to the load. Fixed
connections are much more easily insulated than
would be slip rings at a very high voltage. So

high-voltage alternatoré are usually of the

_rotating field type. The ?olfage applied to the

rotating field is now d.c. voltage, the problem

of arc-over at the rings is not encountered.
List of words
(1)  vut | - (iv) since

(ii)  however (v) therefore

(iii) whereas (vi) in that

The disgram below shows how the main points and

supporting details are arrenged in the texte US

‘the paesage to get-the required information and

complete the diagram,
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completing the diagram, use the information

to write a summarised passage.

The table below contains words which are used in

the text. The other column opposite each word is

blank, Pick out words from the text which mean

almost the same as the given words.

Word | Its Synonym
i) GeRieritofs ] | I
i1) Coil
iii) StafionaryA
iv) Armature
V) Current
Vi) Yultiphase
vii)  Stack -

What ie the difference between the following
definition?

i)

A file is a2 tool which is used for removing

metal projections in order to produce a

' inoetp,surf;cc,

1i)

Filing is an operstion by which metal
prodoctionu are removed in order to produce

a amoqth surface.

Briefly define the following:

i)
ii)

AJsck
A steering wheel
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Ce Provide an'appropriate title for the text

After reading the text below, attempt the tasks which

follow:

A basgic gas‘turbine engine consists of three main parts
or sections: the air compressor, the comhustion chamber
and the turbine. Briefly here is how it works. Air at
atmospheric pressure is pﬁlled into the zir compressor
where its volume is decreased as fhe pressure is
increased. Since compression of air causes a heat rise,
the highly compressed air, at high température'ia*forced
into the combustion chamber. In the combustion chamber
a fuel nozzle aprays in fuel, render hiph pressure to

mix with the hot &ir. The fuel-air mixture is ignited
with a reeistance type spark-plug. As the fuel-air '
mixture inva turbine engine burns continucuely, once
igrited the igrition may be turred ofr.. The exhaust
leaves the combustion chamber through a duct to enter
the turbine unit. Here it delivers most of its energy

to the turbine wheel.

8e In.thg toxt’the order of steps is indicated only
by the order of events. Ingert appropriate time
words in the'ﬁext to indicate progression between

the various stages.

be. Which of the folloﬁing dbo§ the text exemplify:
(i) Process (ii) Analysis (iii) Identification

Ca Prom the text find words which have the same or

rearly the seme meaning as the following
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(1) made of (ii) burning (iii) sucked
(iv) injector (v) tube f¥d) .1it
Suggest a title for the text

#hat is the major composition of a gas=-turbine

engine?

Identify 8 causal marker in the text

Head the text below and attempt the tasks which follow:

TECHNICAL SERVICE REPAIR CARD

i)
ii)

i14)

iv):

vi)

vii)

viii)

0il tank quentity must be 12 litres or more.
FHemove engine oil screen for disposal,

Before installing the external filter assembly,

‘check the red button at top of filter. If it

rises 8/30 cm, filter element should be changed..
B/ 2779654 |

Plece filter assembly mounted on a cart under
each engine screen. Each cart is placarded to
bé-used for specific engine position,

The filter assembly P/N AD-83330-24 should be at
least full with Movil Jet ©il II.

When servicing the filter asaenbly,Abé sure that
the valve at the bottom of the filter is in close
position.

The inlet and}outIEt‘part of the filter assembly
are attached to a typical screen cover (JT 8D)
end ‘a false filter inserted.

Upen valve located at bottom of filter to full

open position. Repeat: valve should be opened
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ix)

x)

xi)

. 422

tdlfull open position before starting eng;ne.
Run engine at 1.02-1.04 LPR for five minutes and
observe 0il pressure 40-35P5ICG. 0il temperature
maximum 120 degree C. Oil quantity not less
than 12 litres.

After engine shut down, close valve at botton of
the filter and remove filter assembly cart and
instal new main 0il screen. Assemble BCreen pen
MSL 79-005, M.N. 7090, Torque cover to 25-30
Cl/¥gs. Check safety nuts and yun engine and chec!
screen for leaks, |

Service 0il tank.

Cf the eleven instructions, four are indirect, five

are direct,while two are mixed.

i)

i)

Identify which instructions fall under each

category.

Instruction number (x) has five seperate instructions

-erammed into four sentences.

Identify these four inatructions,

which three instructions are very clear?
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APPENDIX 'I°

"POST TEST 4 FOR SAMPLE B

(AUTCMOTIVE MECHANICS)

Read the text below and attempt the tasks which follow.

All the caers which are described in this Manual have
Pressurised Water Cooling Gystems: in wbichk the natural
thermostat circulation is augmented by & centrifugal
imbeller mounted af thé rear-end of the fan spindle.
This impeller receiveé Qater frbm fhe bottom tank of
thé.radiator'and’paaséé~it‘throbgh the cylinder blocke.
It then goes up into the cylinder head until it reaches
a thermostat at the front end of the head. ”he tharmo-
stat valve remains closed while the water is cold, so
that the water ra—clrculates round the engine and warms
up repidly. This rapid warm up reduces the risk of
severe cylinder bore'uaar. When the water temperature
is in the region of 80°C the thermostat valve opens
aliowing the weter to pass through the top hose into
the radiator header tank. From here the hot water falls
through the fadiatér core to the bottom tark, being
cooled on its way by external air flow through the core.
The volume of cooling air is increased by a2 belt driven
fem, |
a.. Suggost a guitable title for the text.

bs  What do the following items in the text refer to?

13 "All" sentence one
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~ dry battery from a rubber band, Rubber

$1) "it? séntence'two .

Cs What is it.that passes through the ciiinder block
in sentence three?

de In what position is the thérmostat valve when the
water is cold?

e. Before water falls through the radiator core
where dces it pass?

fo “hat is it that the passage is exemplifying?

Text (A) below is written 1n‘th§ active (personsl) fére
while,toxti(B) is written in the passive or impersoﬁal
form. Text (&) is therofore. less technical than text
(B)e Uith close retoronce to text (A), complete text
(B) by'fglling in the blank spaces with appropriate

verb forms.

TEXT ‘A
First I take e small elecfric bell and heng it with

ite dry battery from a rubber band. I choose rubber ‘
because it does not transmit sound easily. ‘Next I
heng the bell inéide 2 bell jer. Then I place the
bell jar on & pumping teble. As I pump the air out,
the sourd of the bell becomes fainter end fainter.
You will see the‘hamnér moving and sfriking the bell

but you won't hear any sound.

TEET *B!

First & small electric bell ___and hung with its

because it does not transmit sound easily. lNext the
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pell ingide a Bell jar. Then the bell jar

©n & pumping table. As the air

the sound of the bell becomes fainter snd fainter. It

that the hammer will be moving and striking

thé'bellibut no sound ‘ .

Bélow are definitionkior five devices. Cross out the
wrong general classwords in order to give a good

definition of the devices.

i) A screw driver is a tool/a piece of apparatus
which tightens or loosens screws. '

11 - L drill is an insfrunent/u piece of apparatus

‘ﬁ which bores hdles

iii) A generator is a tool/machine which produces
electricity.

iv) A condenser is a machine/tool which converts
vapour into liquid.

v) An smmeter is l'machiné/instrumentuwhich measures

electrical current,

fead the following Text and complete the Table which

follows:

A ball point pen consists of a caae,‘a srall rolling
ball, a socket and resevoir. The case is made of
plastic. It holds the sockef, ball and resevoir. The
socket is made of metal. It holds the ball, while the
plastic resevoir contains the ink. The ink moves down
the resevoir by action of gravity and covers the ball,

The ball has two functions. When the pen is in use,
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.the ball transfers the ink to the writing surface.

When the pen is not in use, the ball is stationary

and it preverts the ink from drying out. The ink is

a sticky liquid containing dye.

steel and is generally imm in diameter.

The ball is made of

what a pen consists of. |what part thiﬁg is |what each part
\ ’i made of does

dlri A cnse i It holds a socke

» ball, and resevo
11) Steel
iii) Metal
iv) It contains Ink
o O Below.is'a workpnop plan. Study the plan and key care-

fully. Then read the passage and write down the letter

that.reptqsb@tqlgach item in the area where the passege

says it is found

-

]
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Key
Lathes - L; Grinder - G; Work Benches - B; Storeroom - S

Drill Fress - D; Fire Extinguisher - F; Where you are
standing = X (already merked for you)

You are standing at a point marked X ‘

As soon as you enter the Workshop you will see the grinding
machinre at your immedite left. This ia‘where a2ll our work-
éhbp t;ols are sharpened. You are advised to ensure that
the Qbenchiﬁg bucket.ié full of water before you grind any
tool. At the end of each working day you must return all
tools you have borrowed to the Storemen, failure tq do so
will result in your being charged for the loss of the tools.
In the corner of the Store is a fire extinguisher, Fire
extinguishers: sare extremely important irn a Workshop and must

be inspected regulary to ensure that they ere functioning.
There are five other fire extinguishers located as follows:

Cn the right hand side on the wall, there are three fire
extinguishers, one in easch ccrner and one in the middle.
These are stretegically placed near each workbench. The
remaining fire extinguishers, one behind the grinder and
one in the middle. - The drill press is located next to the
wall directly opposite the main door. Between the press and
yourself are two lathes. These lathes were imported from
Japan at a total cost of one million Kwacha. They are the
latest model on the market. Between the lathes and the

fire extinguishers on the right hand side are three work-

benches each of them is filled with two vices and power
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sockets. There are two more benches between the storeroom

and grinder.

Ge

FHecently there was a near fatal accident in one of
your Workshops. As a workshoptforeman write a
memorandum to your Personnel drawing their attention

to the importance of ohserving laid down safety

'regulations.
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AFPENDIX 'J*

POST TEST 2 ¥OR SAMILE B

“(AUTOMOTIVE MECHANICS)

You are a workshop foreman. You have paid in full for
some goods you ordered from a whole saler. When the
goods are delivered, you notice that some of the items

are of the wrong sizes. Write a letter to the supplier

for immediate replacement of the wrong size items, or a

refund on the items not needed by you.

. The Stores Department of your company has delayed the

delivery of gbods requiaitioned. This is delaying work

on'a'prdﬁect tﬁé General Manager expects to be‘completed
in two days' time. Write a memo to the Stores Departmen

to convey your displeasure.

Head the following text and answer the questions

which follow:-

The engine is pressure lubricated through a gear type

‘pump which is incorporated in the timing gear cover

and driven by the camshaft vis @ front cog clutch.

Thé pump drﬁwa oil trom\the sump through a suction horn

fitted with a filter.screen which is fitted to the
crankcése by & duct in the timing gear cover. This

supplies o0il to the puhp.

Cil passes from ﬁhe'cambhaft rear seat onto the crank

shaft rear support where it flows into en adjecent
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chambers From here the oil flows through ducts in the

c;ankshaft front end to the centrifugal oil filter.

The ceptrifugal filter which also acts as a pulley for

. the generator and blower drive, rotates with the crank-

Bh%fto

0il from>the filter enters a passage in the crankshaft
ﬁhere it lubricates the main and connecting rod bearing
and passes from a special groove in the front main
: bea:ingfand‘ducting in the crankcase into which is
nlinsertedfthe oil pressure warning sender unit, end also

e the’delivery pipe for oil to the overhead valve gear.

The'puéﬁrod sleeves provide the return path for the
6i1‘£rdm the eylinder head and delivers oil to the
tapperfgear an&'the camshaft cams. The tappets are
suitably‘drilled to allow correct circulation of the
oils The tappets are located in two casting cavities
‘one of which communicates with the timing gear housing

‘:and théﬁother one to the erankshaft front drain.

The oi?-pfessure is regulated by a pressure relief
.valvé gﬁﬁhfed at the rear end of the camshaft. It
.cdmbfigbéra hubbed disc which slides on a guide of the
6illpﬁg§ drive shatt. Under spting load the valve
dise qa}cumferentially closes an annular chamber which
‘coﬁmﬁn&éatea with the lubrication circuit. ZLxcessive

oil bressure causes the dise to uncover the chamber.

ae Suggest é‘suitable title for the text.

be - Read the first four paragraphs of the passage
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and decide which amongst the eight sentences
below express the main points. Select these
points and match each of them with the paragraph

it Summariaes in the table given belows=-

% £ §) 0il from the filter enters a passage in
the‘crankshlft. 5

(ii) A gear type pump driven by cemshaft
lubricates‘the engine.

(iii) 0il Zlows from camshaft through crankshaft
into adjacent chamber to the centrifugal
filter.

(iv) The filter secreen is fixed to the crankcase
by a duct,

(v) 0il 'drawn from the sump is supplied to the
pump through a suction horn.

(vi) The main endrod bearings are lubricated by
oil from the filter.

(vii) The crankcsse is inserted with an @il
pressure warning sender unit,.

(viii) 041 passes through ducts to the centrifugal
filter.

‘Now comblcte the table as instructed above.

Paragraph 1 2 3 4

Main Idea

Ce « What is the main point of the fifth paragraph
de Mention one function of the preséure relief

valve as stated in the sixth paragraph.
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€. In paragraph one the word "which" is used.
What does it refer to?

f;- In paragraph two, last sentence, - ﬁhat does
“thi:* refer to? s

g.n "Rotates" is used in the last sentence of

v, paragraph throe, what rotates?

h. The words "filled“, paragraph two sentence 1

' and "passes“, paragraph three sentence 1 are

. used in the text. Find other two words in

the test with similar meanihgé to thgh;

The following text is a. transeript of instructions given
in the spoken medium. The instructions were not rehear-
‘sed or read, As 2 result they are longer than necessary
and less. carofully expressed than they would be in
‘writing.

liere ere ﬁhree etepa from a writtén version of the
.instructions;' The numbers show their place 1n the

aequence of instructions.

1e The car ghould be on firm level ground. .
10,  lemove the wheel from the studs and put it aside.
18 ‘Binally, you should look around to meke sure you

haven't left anything lying about.

Frbn the text write & set of instruections 2 to 9,
Include warnings, prohibitions ind recommendations

-where. necessarye.

well the first thing you have to do is to make sure

that the cer is on & ressonably level piece of ground
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and that the ground itself is falrly firm, Obviously
you can' t 3ack tlie car up 1f you re standiﬁg in mud.
(ah) hhen you re ready, open the boot and ggt the
spare wheel and the tool kit and the jack out and gd .
| round to where your flat tyre is. The flrst thing to |
do - probably - is to get the jack 1nto tbe Jacking
socket and pump it a littlo bit until it is firm and
the car is steady. Then (ah) after you re-of course,
you have made sure the handbrake is on (ah) properly
.(ah) and (ah) at this point you want to check that the

'".front wheels are firmly chocked by a stone or block of

".'wood or aomething that's oonvenicnt. (ah) when this is

all ready (er) go back to the wheol, remove the hubcap
'and loosen slightly the wheel nuts(ah) and when you have
done thia (ah) then you can (ah) pump away &t the Jack
and raise the side of the car until the wheel - rather
the tyre on the (ah).wheel that you want to change is
quite clear of the ground. Then, unscrew the rest of
the wheel nute and (ah) ~'don't lose the wheel nuts
‘incidentally. you put these in the hubcap which forms
 a convenient little basin for the wheel nuts - (ah)
then (er) tako bold " of the wheel at both sidos and
'juggle it so to speak (ah) off the wheel studs, put it
aside (ah) and then get hold of the (ah) spare whecl
nuts back into their positions. screwing them up at

any rate fingor tight and preferably a little tighter
if you can do it. (ah) The qut thing to do is to (uh)
reiease‘the’jack*A little - at any rate ﬁntil the (ah)

new wheel is resting firmly on the ground and at this
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point (sh) take the wheel brace and finally tighten

up the wheel nuts to their proper tightness. When
you've ‘done this - but not before (ah) replaceing

the hubeap. (ah) At this point you've zlmost finished.
Pick up the spare wheel and put it back in the boot.
(er) %ake thJ Jack out of the jacking socket (ah) and
replace it wifh the rest of the tool, kit. (ah) Remove
the chocks from the front wheels, have a good look
around to meke sure that you haven't left anything
lying around (hh)‘and‘then (ah) if all goes weil you
should be able to drin off,

After reading the text below attempt the tasks that
follows

Mechanic: Your valve clearesnces need adjusting

ME Mwale: What are they? '

Mechanic: Wwell, look here, In thd top of each
cylinder‘ybu'vé 5ot.tQ6 valves, C.K.?7
Then here, abéve}the valves, you's got a
cémﬁhaft. when the engine‘is going, the
camshaft goes round and the cams open each
6f;thq valveé in turn. | |

Mr Mwale: So the cam pushes‘the v&lvé§ down, dcés 157

Meehanic: Well, not dirﬁétly. It pughes down a lovof

' callad a finger, and then the finger pushes
, R 'the valvoa.
Mr mwalq;'.kﬁn;~_o.x,b But‘ﬁhat'hre the valve

clearances?
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Mr Mwale:

lMechanic:

TASK A

35

They are the small gaps that separate the

beels of the cams and the fingers, and if

__the geps aren't right, the valves won't

open gnd shut properly.

Chy I see, 80 how do you adjust them?

Right, First you turn the crankshaft so that

the valve is closeds Then you check the size

of the clearance with a feeler gouge. If the

gap is too big or smallwyou adjust it by

~ tightening or loosening the nut at the base

of the finger.

Match the parts of the sentences on the left to those

on the right. Use the table provided below.

2e The'cylindor i. is positioned to close the
' valves
be Theicamshaft 11.‘ pushdown the fingers
ce The cams iii. has two valvésl
de The fingers ive is adjusted by turning the
: u nut on the fingor‘
e« The valve clearance v. is used to check the size
oﬂwéhe clezrance .
fe Tpetorank shaft vie are between the cam heels
: i ‘ ;hdvéhe‘fingers .
ge The feeler gauge :iii: %5 sbove the valves
he The:clﬁarahco : viii, open the valves ‘
b c o e f : G 1 h
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Be Cdmplete this text‘with'expresaions from the above
text.
lir Mwale's car has an indirect camshaft, In
__gnother kind of engine, the cams .... down cenee
" on the ..... of each valve. The valve clearance
' ié the eeees th#t eseses the cemshaft heel and the
valve. Because this system had fewer parts, it

does not need ..... 80 often.
Ce - what is the purpose of the vslve clearance?
l'e What should be done if

(i) the valve clearance is t00 sm2ll? seececscsccs

(i4) the valve clearance is t00 Dig? ccceccccsccsce

€e Identify the main point in the following paragraph by
underlining it.

“When a fault is observed it is not sufficient
merely to foplaco the faulty part. The cause of
the faulty must‘also be located and corrected so
that the trouble is not repeated. In relation to
positions, it is necessary to consider such
things @8 operating conditions, lubrications,

¢001ing teBPETAtUre cccccccocnsssocne s

7e The intorﬁqtion beldw is from a motor cycle servicing
manuak use it to answer the questions following it.
Service required every: Noﬁth - 6 o b
| Niles. 200 = 3,000 6,000

E.MeBo x X X
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Change of o0il o x x x
Clean oil filter x
Replace spark plugs x x
Check ignition timing X b's x
~ Check valve clearance x X x

Réplace oil filter

]

(1)

(41)
(i41)
(iv)

After

which;

Ao

what needs doing to the motor cycle after 300
k110metIes? cevsescossccccscctoccsacscccnccnncs
When should you replace the oil filter?

Wnat items require most Attention? ...eee.eeees
"Ts it true that the oil filter needs cleanihg
after the first BOO‘kﬁ? e0scsscasscsssssssacsne

reading texts A, B and C below attempt the tasks
followe

DETONATION

There are degrees of violence of explosions.

- Except for nuclear bombs, explosions are used in

combustion (burning) which takes place in & very

short time. The shorter the time the more violent
the explohion. Bach different fuel has its own

rate of combustion under certain conditiona. If

the fuel mixture is rasised to too high a temperatu
or if it is over compressed, the rate of combustio:
may become too repid, and the mixture is then said
to detonate. The overheating and over compression

make the flame move very rapidly in one direction

~only. The very rapid rise in pressure in front of
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 the flame wall ‘hammers® on the cylinder head,

or walls or piston. This hammering is heard plane
out side the engine and is called picking. It

is to prevent this single direction of the flame

wall thet engine combustion chambers are designed

to give swirl to the mixture during firinge.

Ball, AND ROLLER BEARINGS

These are devices to allow one working surface

to roll ardund another aé though there were wheels
between thnsuffaces. This cuts down sliding frict
ion but another_type of fricticon known as rolling
friction.ia ret with; There are two main types

of bearings, one called radial, irn whieh the balls
or rollérs are apaced round the bearing like the
epokes of a wheel, and the other called thrust,

in which‘the balls lic round the bearing like peas
in a circular pod. Roller bearings are of two
types, parallel—rolier. running in parallel

cylinder races, and taper-roller, running in

cone-shape reces. Thrust way round and with the

correct clearance or, the correct pre-load

pressure.

GREASE

All bearings must be lubricated. ELngine bearings
are fed with oil from the o0il pump or by splash
from the sump; gearbox and rear axle bearings
receive theirs by splash from the gesrs. Front-

wheel hudb and dynamo bearings are topped up by a
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gun at fairly long intervals. If too much grease

is supplied to the front-~wheel hubs it becomes

compressed, gets hot, melts and may leak past the

seals on the brake linings.

34
1T,

I1I.
Ve
Ve

Vi.
- VII.

Whet is the synonym of 'burning' in text

A? cescescccas

Pick an example of a conditional sentence
in text A ceccecccccns

What do "these" in text B line-1 refer to7..
Give an example of analogy in text B ceceee
Cite evidence of repetion in text B eoecceee
What does "it" in text C line-6 refer to? ..
Answer the following by either indicating

T (true) or F (false).

a) The shorter the time of combustion,
the more violent the explosion ceeecee

b) ©Pinking is not a type of hammering ...

¢) There are three types of bearing eeece.

d) The other name for ‘ball' is 'roller’

Name too types of roller bearings ecececscces
Which bearing runs in cone-sgheved-races? ..
Where do the rear axle bearings receive

their oil Irom? esscessscsssns
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APPENDIX *K*

FORMULAE

(1) Pacility value (FV) or index of difficulty
FV-§
Where R = the number of correct responses

N = number of testees

(ii) Discrimination index (D)

D = correct U - correct L
n

shere n = number of testees in one group
U = upper half
L = lower half
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SUMMARY

TPEM ANALYSIS TABLES
SAMPLE A
PRETESTS POST TESTS
ier kvinace faveracs . | lexse. kvEmacs |averacs
L.*c:?v. D. F.V. 'A".
e " - L
2 62 +61 g +65 +83
OF B . : ; B /
gNED* 242 0 ~»§g§§ " +09
SAMFLE B
l’”%rﬂ‘z‘hun PO 37 TLuTC
| resp AkaﬁAGL AVERAGE TEST |AVERAGE . lAvERAGE
D quo D. F.VO Lo
1 459 .53 1 W48 oS4
5 We v ©
2 48 61 2 +59 #€60
MR : : COVMB-
(I:K%ED ; «oH «57 Igl‘;;]) oS4 27
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!r."

RAW_SCOITH FCR_SAMPLE A (SECEUTARIAL) IR THE FOUE PLACURNS
HUNJLer | PRETEST 1 PRETEST 2 POST=-1 51 1 5 S )
S PAW SCORES | PAW ACORES | RAW CC15S AV ,g(~u1
1 35400 47,86 53633 53433
G 18433 6357 21433 67
2 45,74 46.67 61433 61,00
4 29.29 50.09 894575 64400
. 43,33 nz,57 6l 67 (2467
6 1 14 46.67 68467 M .67
7 25.00 BBl 574 3% 60400
g 55.00 » 63,33 74400 78467
9 51.67 | #5.00 59,77 61433
10 46,67 60471 654 5% 58467
11 70.00 37.86 59.00 6133
12 40,00 45,00 65433 64,00
1% 25.00 46,03 52,67 54 €7
1 45,00 49,29 67.00 68.00
15, 55.00 65.00 7723 82.67
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A'

APLEDIX 'R

Ok SAMILE B (CRAFT) IN THE FOUR DALl G

0

SURJ LOTG

PRETEXT 1

FRETEXT 2

POGT TLOT

1

FPOST TTHT

59 RAW SCORES| RAW SCOPES | RAW SCO! RS RAW G007k,
o 3760 49,70 778 7167
ol nG 4% ue 17 65.67 6714
3 60.71 56.43 7786 75633
n U6, 0% 48,71 6l 470 65,00
5 60,71 621U 61037 67 o BE
6 59.79 59,79 7667 81.4%
7 47,86 50,43 60.00 61.4%
8 59.29 61.79 71:51% 7167
9 30471 37.86 57414 60.00

10 46,43 49,29 512t% 60,00

11 26443 43,86 » 71003 75400

17 39,29 42 .14 . 6143 73433

1% 55.00 56.00 '75.71 76.67

M 20.71 27%.86 51e4% 16,67

15 55.00 5771 68,57 68433

1“3
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SUMMARY OF SINGLE-FACTCRE ARCVA PROCEDURE AND

THE RESULTING F. RATIO FOR SAMPLE A

GOURCE COF SUMS CF DEGREES MEAN
VARIATIOR SQUALES OF FREEDCM SQUAPES ¥

(88) (af)

R
. BETWEEN
SUBJECTS

5689.19 14

PFIN 1
BIECTS || 729795 e

<
=]

i

Y
(¥

—

3
1
&

STH

3 1920.29 | €0.31*

N

RESIDUAL o7 42 31.84

TOTAL 10987.14 59

*P.01
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e

SUMMARY OF CSINGLE-FACTOR ANOVA PROCEDURE AND

RESULTING ¥, HATIC FOR CANPLE B

SOURCE OF | suMs oF | broREES MEAN
VARTATION | SQUARES | OF FREEDOM | SqUARES ¥
(88) (af) MS)
BETWEEN
suBJECTS | 4179+68 14
WITHIN
sUBJECcTg | 6963.02 43
TESTS 5177 3 1725.67 | 52.29*
RESTIDUAL- - N386,02 42 33.00
TOTAL 07427 59
*P .01
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APPENDIX 'Q"

APFLICATION CF THE NEWMAN KEULS METHCD ON T OF

DIFFERENCES. BETWEEN PAIRS OF MEANS FOR SAMPLE A

(1)

(ii)

(iii)

(iv)
b1

b2

b3

b4

PESTS b b2 b3 b4
TOTALS [622.00 | 691.43 |955.98 [982.68
b1 |622.00 - 29.23 [293.98 |320.68
b2 |691.43 - |e64.55 [291.25
b3 955.98 - 26.7
b4 |982.68 =
P.99 (r,42) _3.82 .37 . 4.2

b1

b2

126.07 135.60

b3

b4

NS

* &

- %

* %

NS

146




APFENDIX

.R'

APPLICATION OF NEWMAN KEULS METHCD ON TESTS

OF DIFFERENCES BETWEEK PAIES OF MEANS FOR

SAMFLE B
TESTS b1 b2 b3 b4
TOTALS | 704.89 | 744.73% |99%.19 [|1006.2
b1 701.89 - 42,84 |292.3 304 431
b3 994,19 | - 12.01
b4 1006.2 w
(ii) Q.99 (r042) .2-3? ,“‘,-,, 22 4, 29
. =28:85 -
(141) V'nlTs Tes q.99 (r,42) 84,99 97.23 104,
(iv) ' B1 B2 B3 B4
¥4 Jfhen compftocum . .
b2 =8 L LRd
b3 - N8
b4 -

147
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APPENDIX 'S’

TESTED DATA IDENTIFICATION OPERATIONAL HYPOTHESES:

SAMPLE A

(1) The mean score of bu is significantly greater than the
mean score of b,
HO: b4 = b1
HI: b4 il
Computed q statistic = 320.68

Dritical q statistic at 14 df = 135.60

’. We reject the HO since the computed a statistic

is greater than the critical q value.

(ii) The mean score of b3 is significantly gre#ter than
the mean score of‘b1
HO: b3 - . =. D1
HIt b3 - > b1
The computed q statistic = 293.98
The critical q statistic at 14 df = 126.07
.‘.We reject the HO since the computed q statistic is
greater than the critical q value.

(iii) The mean score of b, does not significantly differ
from that of b,

HO: b2 = = H4

Bl %2 = 1> b1

Computed q statistic = 29.23 _

Critical q statistic at 14 df = 83%.48

* We do not reject the HO since the computed a
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statistic is less than the critical q value.

' (iv) The mean score of b4 is significantly greater
than the mean score of b2.
HO: P4 .= b2 .
B:= be > 52

e The Qomputed q statistie = 291.25
The Critical q statistic at 14df = 135.60
S » Wg reject the HO since the computed g
statistic is greater than the critical q

value.

(v) The mean score of b3 is significantly greater
. than the mean score of b2
HO:_ W) e o Be
08 Y B s
The computed q statistic = 264.55
The critical q statistic at 144f = 126.07
.*. We reject the HO since the computed g
statistic is greater than the critical q va

(vi) The mean score of b, does not significantly
' differ from the mean score of b5 ‘

HO: P4 = b3

HYs = bh = “':_“%3;',

Computed q statistic = 26.7

Critical q statistic at 14df = 135.60

.*. We do not reject the HO since the computed
q statistic is less than the eritical q

value.
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SAMPLE B™™ s
(i) The mean score of buvis significantly greater than

(ii)

(iii)

(iv)

- HI: b4 > b1

the mean score of b1
BEOFYS T @
The computed q statistic = 304.%1
The eritical q statistic at 14 df = 104457
* We reject the HO since the computed q statistic

is greater than the critical q‘value.

The mean score of b5 is significantly greater than

the mean score of b,

HO: b3 = bl

HI: b3 > p1 :

The computed q statistic -\292.3

The critical q statistic at 14 df = 97.23.

.’; We reject the HO since the computed q statistic
is greater than the critical g value.

The mean score of b2 does not significantly differ

from that of b1 '

P v % p

Iy ez - 2 b1

Computed q statistic = 42.84

Critical q statistic at 14 df = 84.99

.‘. We do not reject the HO since the computed g
statistic is less than the critical q value.

The mean score of b, is significantly greater than

the mean score of b?



(v)

(vi)
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HO: b4 = p2
Bk -1~ 52

‘Computed q statistic = 261.47

Critical q statistic at 14 df = 104.7

.vWQ‘reject the HO since the computed q statistic
is greater than the critical q value

The mean score b3 is significantly greater than the
mesn score of ..

HO: b3 = b2

HI: D3 Z »2

Th} computed q statistic = 249.46

The critical q statistic at 14 df = 97.23

* We reject the HO since the computed q statistic

is greater than the critical q value.

The mean score of b4 does not significantly differ
from the mean score of b3
RO b4 .-s B3

HI: b4 . > b%
)7

The computed q statistic = 12.01
The critical q statistic at 14 df = 104.57

~%.. We do not reject the HO since the computed g

statistic ié less than the critical q value.
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