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Area: Reading
Criterion: 16. Understand organisational features and use them to locate relevant information in a range of straightforward and complex sources

Organisational features

Organisational features are used in a text to present essential information to the reader in a straightforward manner. They help the reader to find information more easily.
Organisational features include:
· titles/headings
· straplines
· subheadings
· bullet points
· numbered lists
· columns
· paragraphs
Organisational features are more commonly found in non-fiction texts. Their purpose is to break up bigger sections of text and make the text easier to read.
Below is an example of a question on identifying organisational features.

Identify two organisational features used by the writer in Text A. 
What information does one of these features help the reader to find?
		(3 marks)















Organisational features summary

This table outlines some of the most common organisational features a writer might use and why they might use them. 

	Organisational features
	Purpose
	Example

	Title/heading
	The title or heading tells the reader what the text is about. 
	How to make pancakes

	Straplines
	Straplines are usually found in articles and adverts. They give additional information as to what the text is about, as well as setting the tone.
	‘Because you’re worth it’

	Bullet points
	Bullet points are an excellent way to break up information, making it more manageable for the reader.
	You will need:
· eggs
· flour
· milk

	Subheadings
	Subheadings help to separate a text into logical parts and make specific information easier to find.
	Introduction
The start of this text…

	Tables
	Tables help to display data clearly for the reader.
		Age range
	18-25​
	26-30​
	31+​

	Amount
	122​
	856​
	15​




	Text boxes
	Text boxes allow specific chunks of information to stand out. They are often used to help highlight an opinion or important information.
	“It’s absolutely ridiculous”


	Footnotes 
	Footnotes support a reader’s understanding of text-specific vocabulary or provide important information.
	*Main = The most important or biggest.

	Numbered lists
	Numbered lists allow information or processes to be displayed in a clear order. They are commonly used in instructional leaflets or reports.
	Here’s what you need to do:
1. Mix the egg and flour
2. Add the milk
3. Pour the batter in the pan

	Photo captions
	Photo captions help to give more context to an image used in a text. This can help the reader gain a wider understanding of the text as a whole.
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Example question

Let’s look at some of the organisational features that have been used in the following text. This will help us answer the first part of the exam question, which asks learners to identify organisational features.

Text ATitle 
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Subheadings




Text Box

















Foot notes













Question 1 

Identify the organisational features that have been used in the following text.

Use the options provided below. 


Organisational features:

Heading         Strapline       Subheading      Bullet points        Text box       
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Example question

Now, let’s look at the second part of the exam question. 

What information do these features help the reader to find?

Let’s look at an example from Text A. 
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 What information does the subheading help the reader to find?Answer:
Subheadings help the reader to find the different sections in the text, such as healthcare.


	
[image: A close up of a logo

Description automatically generated]


What information des the heading help the reader to find?Answer:
The heading tells the reader that the text is about the aging population.

 
Question 2

Identify what information this text box helps the reader to find.
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Question 3

Identify what information these bullet points help the reader to find.
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Key point

In your exam, you will need to:
1. Identify two organisational features that have been used in the text
2. State what information one of these organisational features helps the reader to find from the text
You must give an example of the information from the text, not just the purpose of the organisational feature.
For example, ‘The writer has used subheadings to identify the different sections in the text, like ‘Healthcare’ and ‘Working life’. 
This answer is correct as the learner has said what the purpose of subheadings is and given an example of a subheading from the text.

Exam practice

[image: ]Read Text C.



Exam practice 1

Identify two organisational features used in Text C.
What information does one of these features help the reader to find?
(3 marks)

	Organisational feature 1:



Organisational feature 2:



Information:







Read Text D:
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Exam practice 2

Identify two organisational features used in Text D.
What information does one of these features help the reader to find?
(3 marks)

	Organisational feature 1:



Organisational feature 2:



Information:






Answers

Question 1 

Heading
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Strapline











Subheading








Bullet points









Text box





Question 2

This text box helps the reader to find contact information for the exercise club, such as their address and telephone number.
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Question 3

These bullet points help to show the different classes people can take, such as yoga and Pilates.
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Exam practice

Exam practice 1
Please note that this is an example answer and other correct answers may not be stated. 

Organisational feature 1: Title
Organisational feature 2: Numbered list
Information: The numbered list displays information about the 3 recommended areas, such as ‘a cleaner needed once a week’

Exam practice 2
Please note that this is an example answer and other correct answers may not be stated.

Organisational feature 1: Strapline
Organisational feature 2: Subheading
Information: Subheadings break the text up into different sections, such as ‘course overview’ and ‘student life’.


Your functional skills exam 

Your functional skills exams will consist of 2 papers.
These papers will take place over the following time periods:

· Reading – 60 minutes 
· Writing – 60 minutes

Further information on the format that your test will take can be obtained from your training provider. 


Hints and tips 

· Find out what format your exam will be in. It may be paper-based 
or on-screen. 
· Plan what you are going to revise in advance. Don’t leave it until the last minute.
· Do as many past papers as you can so you are prepared for the day. If possible, try to complete the past papers following the same format as the actual exam.
· Find a quiet place to study and revise. It helps to sit at a table or a desk, don’t revise in bed.
· Don’t stay up all night revising the night before your exam. It’s important to have a good rest so you feel refreshed and ready to go.
· Read the question 3 times. The first time to ensure you understand what is being asked, the second time to get an understanding of what you need to do, and a third time to figure out exactly what maths techniques you should be applying. 
· If you are struggling with a question, skip it and come back to it later. Try not to sit getting worked up about a difficult question, it will only waste exam time. Move on and come back to it after you have answered the other questions. 
· Take note of the number of marks available. This will give you an indication of how much working out you must show. For example, 1 mark will need an answer only and more marks will need you to show your working out.  
· When you’ve finished the exam, go back and check your answers. If you still have time remaining, use it to check your answers and when you have checked your answers check them again. 
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THE AGING POPULATION

Itisestimated that, by 2050, almst 2% of the UK population willbe ovr 65. There re two reasons
forthis:increased ongevity'and  falling birthrat. It cannot be denied that this presentssocity.
with some challenges, butthere s noreason t think thatit will be an unmitigated” disaste.

HEALTHCARE

It eared that the strain on the NHS will become
unmanageable, but does that really have to be the
case? More of us areliving longer ives, which s
something to be celebrated. However, taso.
presents certain challenges, such as an increased
tiskof developing ilness. Itisimportant o do our
bestto keep fitand healthy. People aged 65 years
‘and over have the lowest proportion of smokers in
the UK However, there has beena ise n the
number of smokers aged 2510 34, which couldbea
worying sign forthe older generations of the
future.Older people in general drink s acohol
than younger people and there s plenty of
information out there about heaithy eating.
naddition,being older does not mean not
exercsing. From gentle cycing or walking the dog
o exercise casses and hking groups, there

is somethingfor every nterest and abiity.

'WORKING LIFE

‘There s concern that people’s pensions or savings
il un out a5 they live longer. However, the
retirementage has already been raised and
islikelytorise further,so older people willkeep
‘eaming. This will have the added beneft of
businesses being able o use the experience

and expertise of older peopl; hey can mentor
Younger employees and the mix of age groups
will ring differnt perspectives tothe workplace.
‘And do not think tha being older means not being
able to gt o grips with developing technology.
Grey hlr does NOT mean fewer bran cells

Furthermore,after retiement, some people take up.
volunteering. This can be through an organisation
orinformaly by helping a more elderly oress able
neighbour with shopping or ardening, o just
dropping n for a chat. Thus the volunteer keeps
active and stil feels useful.

INDEPENDENCE

I the UK only 3% of people over 65 live n care
homes. Most ive independentl in their own
homes,albeitin some cases, with support rom
family or visiting carers. What s more, i isn't
only celebites, ke Mick Jagger and Paul
McCartney,who are st ocking i their 705
and probably beyond. We canalldo’twith
abitofluck and a ot of positiviy.

Tomgtte peciny
g o e

Aging is inevitable, so embrace it!
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Subheading

HEALTHCARE

Itis feared that the strain on the NHS will become
unmanageable, but does that really have to be the
case? More of us are living longer lives, which is
something to be celebrated. However, it also
presents certain challenges, such as an increased
risk of developing iliness. Itis important to do our
best to keep fit and healthy. People aged 65 years
and over have the lowest proportion of smokers in
the UK. However, there has been a rise in the
number of smokers aged 25 to 34, which could be a
worrying sign for the older generations of the
future. Older people, in general, drink less alcohol
than younger people and there is plenty of
information out there about healthy eating.

In addition, being older does not mean not
exercising. From gentle cycling or walking the dog
to exercise classes and hiking groups, there

is something for every interest and ability.
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CONTACT

Contact Detalls (for more information):
Address: 121 High Road, Highfield
(next to the church)

Telephone: 01665 234243
Website: www.highfieldfitness.org
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Activities
We have a variety of classes to suit every taste
and need, such as:

- Pllates

-+ Yoga

-« Taichi
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Highfield Care in the Community: Individual Report

Date: 9 o'::::::e oral e HIGHFIELD CARE
IN THE COMMUNITY
Purpose

Mrs Braithwaite is an elderly widow who lives alone in Highfield. Her doctor has advised that, as her mobility

is restricted, she should consider moving into Highfield Care Home. | understand that Mrs Braithwaite is against
this suggestion and wishes to stay in her own home. | was asked to visit her to assess her condition, whether

it is viable for her to remain living alone and, if so, would she benefit from Highfield Care in the Community

(HCIC) support.

Findings

84-year-old Mrs Braithwaite was widowed 7 years ago and has lived alone ever since except for her little dog.
She moved into her home with her husband when they were first married and raised her children there. The
house naturally holds happy memories for her and, although it is rather large for her, she is reluctant to leave or
lose her independence. She lives near the post office and local shop and claims that her neighbours are friendly
and caring, often visiting to keep her company and doing odd chores for her. She has a medium-sized garden,
which she enjoys in warm weather.

Her two children visit her occasionally, but she recognises that they both live some distance away and lead busy
lives. She speaks to them regularly by telephone.

Mrs Braithwaite suffers from arthritis, mainly in her back and knees. Her hands are unaffected so she can cook
safely and look after herself, though housework and gardening have become difficult. She can still give her dog
a short walk, which is good for her both physically and mentally, but she rarely goes out otherwise as there is a
bus into town only once a week. She occasionally uses this to go to the library. She admits that her life is rather
restricted and she gets bored on occasions.

Recommendations

Mrs Braithwaite would benefit from some help from HCIC in three areas:

1. Acleaner once a week to do the heavier jobs, including changing her bedding.

2. Avolunteer gardener once a fortnight in the summer to keep the lawn tidy and the weeds at bay.

3. Supported attendance at weekly events. Highfield Fitness has exercise classes for the elderly or there
is a day centre in Highfield, where elderly people meet for coffee, a chat and activities, such as card games.
The HCIC volunteer could provide transport.

Conclusion

| feel that it would be detrimental to Mrs Braithwaite’s wellbeing to be removed from her home. She is clearly
attached to it and to her dog, which she would not be able to take into the care home. | recommend that HCiC
supports her in her own home as suggested above.

Sophie Kowalski

Sophie Kowalski
Care Worker
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wwwlakesidecollege.uk
Tel:08953 100 101

FULLTIME
‘COURSES.

Engineering Diploma Level 2

Want to study at a high-achieving college with excellent success rates for engineering
qualifications?

Places are still available!

Course overview
Thisis afull-time, 2-year coursedeliered over 20 hours  week (Monday o Friday). The course s ausht using a
mixture ofclasstoom delivery and practica tasks, which are carried out i our stateof-the-art orkshop.

Whoisitfor?
Thiscours s simed at people consiceringa careerinthe industry. Duringthe course you il study electialand
mechanica engineering. If you then progress o the Level 3 Engineering Diploma, you wllchoose tospecialsein one of
these areas

Entry requirements
4GCSEs at grade Cor above (including maths and scence) or equivalent.

Initalassessment
Allapplcants will ake an nital assessment n maths and English and must ttend an indvidual interview to
determine thei suabilt or the course

Studentlife
Whenyou sign up orthe ourse you il e welcomed into colleg e with ts many benefis. oinng our ollege
willllow you 0 access our state-of he-art faliies, eceve quaiy eaching and have the opportuniy to grow in
self-estcem and confdence. Ouron-it students unio i avallbie o offer pastoral upport, including advice on
oW 1 access oans orgrants, plus thee re a whole range ofclubs and activisfo you o gt ivolved in. Student
union membership also enabies you o et fantastic iscounts atavariey of stres, cvents and atactons nationwide.
Most of ourleamerssaythe collage ofes a fantstic soci fe.

Employerlinks
During the second year o study,you vl undertake 2 six-week work placements, which wil give you hands-on
xperience of the ndusty. Over the yeas we have forged strong lnks with localemployers. You willnotget paid
while you study,but our placement trategy has proved instrumentsl i securing smployment for some of our earers
o completng thecourse. Fo others it hasfuelie thei career asprations and provided motivation. We have a fully
qualifid team of carcers aviserson-it o help you decde on the nxt stepsafer compleing the course

Choose one of our engineering courses today. You will be well supported along the way.
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