[image: image1.png]Look up any words you don't
know in a dictionary to find
out what they mean.

Read it once to Read it again, slowly, to
get the main idea. try to take in more detail.

Read it a third time and
underline or highlight the main
points. (If this is a book or
magazine that you shouldn’t
write in, take a photocopy
first and write on that.)

Summarise the main

Write your own version. .
points in your own words.

Special note: Show both the article and your own version to your teacher/tutor to check your understanding.
This will help you identify any points you missed out and help you improve your skills of interpreting and summarising.
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BTEC First Construction and the Built Environment

Managing your information

Managing your information
Whether you’ve found lots of information or only a little, assessing what you have and using it wisely is very important. This section will help you avoid the main pitfalls. 

Organising and selecting your information 

Organising your information
The first step is to organise your information so that it’s easy to use.
· Make sure your written notes are neat and have a clear heading – it’s often useful to date them, too.
· Note useful pages in any books or magazines you have borrowed.
· Highlight relevant parts of any handouts or leaflets. 

· Work out the results of any questionnaires you’ve used.

Selecting your information
Re-read the assignment brief or instructions you were given to remind yourself of the exact wording of the question(s) and divide your information into three groups:

1 information that is totally relevant

2 information that is not as good, but could come in useful

3 information that doesn’t match the questions or assignment brief very much but that you kept because you couldn’t find anything better!

Check there are no obvious gaps in your information against the questions or assignment brief. If there are, make a note of them so that you know exactly what you still have to find. Although it’s ideal to have everything you need before you start work, don’t delay if you’re short of time. 

Putting your information in order

Putting your information in a logical order means you can find what you want easily. It will save you time in the long run. This is doubly important if you have lots of information and will be doing the work over several sessions. 

Case study: Organising yourself
Sam is not very organised and his file is a complete mess. It has not been correctly divided into units; he has just hole-punched notes as he has made them and placed them in the file in no particular order. 
Sam suddenly realises that he is not doing well on his GCSEs and that his BTEC First is equivalent to between two and four GCSEs. If he works hard to get merit and distinction grades, it will lift his overall academic performance, allowing him to progress onto a level 3 course at the local college.

Sam opens up his file to be met with a pile of paper that makes no sense. His notes are poorly written and are not marked with a unit or date to help him put them in order. 
He realises that he will have to spend a considerable amount of time putting things into the right order, so he can find the information he needs to complete his assignments to a good standard.

Sam visits a local construction project. Here he is shown how the on-site filing system helps to control the flow of information, enabling the operatives to construct the project efficiently. It is explained that good filing is essential to avoid complicated and costly mistakes being made.

After Sam sees a real filing system in use, he decides to sort out his own filing by using file dividers to separate each construction unit.

Activity: Organising information

The construction contracting company CLC Construction is reviewing its sustainability policy and the management of waste material on its sites. A review team will be looking at a range of data, including:

· the amount of material lost due to wastage

· the cost savings which could be made if there was less waste

· the costs of using specialised contractors to take away waste

· the amount of material rejected because it was in poor condition
· the costs of some alternative materials and methods of production.
Present the following information in an ‘easy-to-read’ form on a single piece of A4 paper.
Trading year 2012 – total waste materials generated on site (% of material purchased):

· masonry 7% 
· timber 12.5%

· steel 3%

· plasterboard 9%

Trading year 2011 – total waste materials generated on site (% of material purchased):

· masonry 9% 

· timber 14%

· steel 2.5%

· plasterboard 11%

Total spent on bulk materials in 2012:
· timber £650,000

· masonry £1,225,750

· steel £7,582,500

· plasterboard £568,450

Percentage change of materials cost in bulk 2011-2012:

· timber +2%

· masonry +3.5%

· steel +8%

· plasterboard -1.5%

Steel:
The sale price of scrap steel has increased from £375 per ton to £390 per ton. However CLC have to pay £60 per ton to take the scrap away from sites. This year CLC scrapped 85 tons of steel from 19 different sites.

Plasterboard:
After changing plasterboard suppliers, there has been an improvement in quality of material and a reduction in cost, which makes this a double saving.

Paper and cardboard:

· 2011 paper and packaging recycling costs: £7520

· 2012 paper and packaging recycling costs: £9380

· Projected cost of a site based cardboard compressor and recycling machine: £35,750

The cardboard recycler will turn waste cardboard into cellulose insulation, which can be used to insulate lofts. This will save an estimated £2400 per year on roof insulation material costs.

Interpreting and presenting your information

The next stage is to use your information to prepare the document and/or oral presentation you have to give. There are four steps:
1 understand what you’re reading

2 interpret what you’re reading

3 know the best form in which to produce the information, bearing in mind the purpose for which it is required

4 create the required document so that it’s in a suitable layout with correct spelling and punctuation.

Understanding what you read

As a general rule, never use information that you don’t understand. However, nobody understands complex or unfamiliar material the first time they read it, especially if they just scan through it quickly. Before you reject it, try this:
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Understanding unfamiliar information

Interpreting what you read

Interpreting what you read is different from understanding it. This is because you can’t always take it for granted that something you read means what it says. The writer may have had a very strong or biased opinion, or may have exaggerated for effect. This doesn’t mean that you can’t use the information. 

BTEC fact
In your assignments, it’s better to separate opinions from facts. If you’re quoting someone’s views, make this clear. 
Strong opinions and bias
People often have strong points of view about certain topics. This may be based on reliable facts, but not always! We can all jump to conclusions that may not be very logical, especially if we feel strongly about something. 

Exaggeration 

Many newspapers exaggerate facts to startle and attract their readers. For instance:
LOCAL FIRM DOUBLES STAFF IN TWO WEEKS!

This newspaper headline sounds very positive. You could easily think it means employment is growing and there are more jobs in your area. Then you read on, and find the firm had only four staff and now has eight! 

Try this
There are many scare stories in the media about issues such as immigration or children’s reading ability. Next time you’re watching television and these are discussed, see if you can spot biased views, exaggeration and claims without any supporting evidence.

Tables and graphs

You need to be able to interpret what the figures mean, especially when you look at differences between columns or rows. For example, your friend might have an impressive spreadsheet that lists his income and expenditure. In reality, it doesn’t tell you much until you add the figures up and subtract one from the other. Only then can you say whether he is getting into debt. And even if he is, you need to see his budget over a few months, rather than just one month, which may be an exception. 

Top tip

Never make assumptions or jump to conclusions. Make sure you have all the evidence to support your views.

Choosing a format

You may have been given specific instructions about the format and layout of a document you have to produce, in which case life is easy as long as you follow them! If not, think carefully about the best way to set out your information so that it is clear. 

	Different format
	Example

	Text 
	When you write in paragraphs or prepare a report or summary

	Graphical 
	A diagram, graph or chart

	Pictorial 
	A drawing, photograph, cartoon or pictogram

	Tabular 
	Numerical information in a table


The best method(s) will depend on the information you have, the source(s) of your material and the purpose of the document − a leaflet for schoolchildren needs graphics and pictures to make it lively, whereas a report to company shareholders would be mainly in text form with just one or two graphs.

Stating your sources

Whatever format you use, if you are including other people’s views, comments or opinions, or copying a table or diagram from another publication, you must state the source by including the name of the author, publications or the web address. This can be in the text or as part of a list at the end. Failure to do this (so you are really pretending other people’s work is your own) is known as plagiarism. It is a serious offence with penalties to match. 
Text format

Creating written documents gets easier with practice. These points should help. 

Golden rules for written documents

1 Think about who will be reading it, then write in an appropriate language and style.

2 Ensure it is technically correct, i.e. no wrong spellings or bad punctuation. 

3 Take time to make it look good, with clear headings, consistent spacing and plenty of white space.

4 Write in paragraphs, each with a different theme. Leave a line space between each one.

5 If you have a lot of separate points to mention, use bullets or numbered points. Numbered points show a certain order or quantity (step 1, step 2, etc.). Use bullet points when there is no suggested order.

6 Only use words that you understand the meaning of, or it might look as if you don’t know what you mean. 

7 Structure your document so that it has a beginning, middle and end.

8 Prepare a draft and ask your teacher/tutor to confirm you are on the right track and are using your information in the best way. 

Top tip

Don’t just rely on your spellchecker. It won’t find a word that is spelled wrongly if it makes another valid word (e.g. from/form), so you must proofread everything. If you are using a spellchecker, always remember to check whether it is set to check American English or British English. There are some spelling differences.

Graphical format
Try this
Someone asks for directions to your house. Would you write a list or draw a diagram? Which would be easier for you and for the other person – and why?

Most people find graphics better than a long description for creating a quick picture in the viewer’s mind. There are several types of graphical format, and you can easily produce any of these if you have good ICT skills.
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Pictorial format
Newspapers and magazines use pictures to illustrate situations and reduce the amount of words needed. It doesn’t always have to be photographs though. For example, a new building may be sketched to show what it will look like. 

A pictogram or pictograph is another type of pictorial format, such as charts which use the image of an object (fruit, coins, even pizzas) to represent data, such as the number eaten or amount spent. 
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Top tip

Don’t spend hours writing text when an illustration can do the job better ‑ but make sure the illustration you choose is suitable for the document and the reader.

Tabular format
A table can be an easy way to communicate information. Imagine a retailer preparing information about the items in stock. Text would be difficult to understand and comparisons between stock levels and use would be almost impossible to make. A table, however, would easily show the fastest-selling items. 

Tables are also ideal if you are showing rankings – such as best-selling music or books. 

Bestsellers list – 2011

	Position
	Title
	Author
	Imprint
	Publication

	1
	Jamie's Great Britain
	Oliver, Jamie
	Michael Joseph
	29 Sept 2011

	2
	Guinness World Records 2012
	Various
	Guinness World Records
	23 April 2011

	3
	Diary of a Wimpy Kid: Cabin Fever: Diary of a Wimpy Kid
	Kinney, Jeff
	Puffin Books
	16 Nov 2011

	4
	Home Cooking Made Easy
	Pascale, Lorraine
	HarperCollins Publishers
	29 Sep 2011

	5
	Steve Jobs: The Exclusive Biography
	Isaacson, Walter
	Little, Brown
	24 Oct 2011

	6
	Where's the Meerkat?
	Moran, Paul
	Michael O'Mara Books Ltd
	15 Sep 2011

	7
	River Cottage Veg Every Day!
	Fearnley-Whittingstall, Hugh
	Bloomsbury Publishing PLC
	19 Sep 2011

	8
	Life of Lee, The
	Evans, Lee
	Michael Joseph
	29 Sep 2011

	9
	World of Downton Abbey, The
	Fellowes, Jessica
	Collins
	15 Sep 2011

	10
	Frozen Planet
	Fothergill, Alastair & Berlowitz, Vanessa
	BBC Books (Random House)
	13 Oct 2011


Activity: Using images to represent information

1 Try to find appropriate images to represent the construction terms listed in this table. Carefully cut out and paste photographs or other images into the table so it is neat and presentable.
	sustainability
	

	renewable energy
	

	construction professional
	

	RIBA
	

	civil engineering
	


2 Represent the information on the left of the table with a diagram, graph or chart.

	Housing output was 10 in January, 15 in February and 27 in March.
	

	Out of 100 m2 of brickwork laid gang one laid 25m2, gang two laid 50m2 and gangs three and four laid 12.5m2 each.
	

	A joiner worked 3 hours on job one, 2 hours on job two, 5 hours on job three and 16 hours on job four, and is paid £12 per hour.
	


Making presentations
Some people hate the idea of standing up to speak in front of an audience. This is quite normal, and you can use the extra energy from nerves to improve your performance.

Presentations aren’t some form of torture devised by your teacher/tutor! They are included in your course because they help you learn many skills, such as speaking in public and preparing visual aids. They also help you practise working as a team member and give you a practical reason for researching information. Also, it can be far more enjoyable to talk about what you’ve found out rather than write about it!

There’s a knack to preparing and giving a presentation so that you use your energy well, don’t waste time, don’t fall out with everyone around you and keep your stress levels as low as possible. Think about the task in three stages: preparation, organisation and delivery.

Preparation

Start your initial preparations as soon as you can. Putting them off will only cause problems later. Discuss the task in your team so that everyone is clear about what has to be done and how long you have to do it in.

Divide any research fairly among the team, allowing for people’s strengths and weaknesses. You’ll also need to agree:

· which visual aids would be best 

· which handouts you need and who should prepare them

· where and when the presentation will be held, and what you should wear

· what questions you might be asked, both individually and as a team, and how you should prepare for them.

Once you’ve decided all this, carry out the tasks you’ve been allocated to the best of your ability and by the deadline agreed.

Top tip

Keep visual aids simple but effective and check any handouts carefully before you make lots of copies.

Organisation

This is about the planning you need to do as a team so that everything will run smoothly on the day.

Top tip

Never read from prepared prompt cards! Look at the audience when you’re talking and smile occasionally. If you need to use prompt cards as a reminder, write clearly so that you need only glance at them.

Delivery

This refers to your performance during the presentation. Being well prepared and well organised helps stop you panicking. If you’re very nervous at the start, take a few deep breaths and concentrate on the task, not yourself. It’s quite normal to be nervous at the start but this usually fades once you get under way. You might even enjoy it…
Top tip

Remember, the audience always makes allowances for some nerves!

Case study: presenting your results
Ajura is taking part in a team presentation to her class on an unfamiliar aspect of construction: the construction of concrete foundations and their function. Each team has been given a different foundation to discuss: strip, pad and mass trench fill. Each group will then give a presentation in front of the rest of the class.

The presentation has been playing on her mind for the last two weeks and she finds that her fellow team members also feel nervous about public speaking. They decide to talk to the student support adviser at the school, who helps with pastoral support for students. 

She advises them that everyone listening to their presentation will be feeling nervous about their own performance. She suggests they introduce some humour at the beginning in the form of an ice breaker which will settle everyone down and make the delivery easier.

The group take this on board and prepare very well for the presentation by practising repeatedly in front of friends and family until each person gets their section right and the whole delivery runs smoothly. Although their parents do not know anything about foundations they seem to understand the message the team is trying to get across, giving everyone a bit of confidence. 

On the day of the presentation, Ajura’s group starts off well with a good, clear introduction, followed by an interactive middle piece involving the audience, and concluding with a final summary. They present some photographs of foundations and this goes down well with the audience. 
When asked how they felt about the experience, the general feeling was that all the practice really paid off, making them more comfortable and allowing them to enjoy the experience.
Top tip

When giving a presentation with slides, don’t just read out what it says on the slides. The audience can do this. Use the slides as prompt cards.

Activity: Getting organised for your presentation
A good presentation depends on one thing, and that is careful planning. Select a specification topic area and use the following form to identify the planning issues for delivering a presentation. After the presentation, complete the feedback box to help you pinpoint areas for improvement.

	Part of the presentation
	Ask yourself...
	Planning required

	Before the presentation begins
	How will we divide the research?
	

	Introduction – setting the scene for the topic


	How long will the intro be?

Will we use photographs?

What form of presentation shall we use?

Will we need IT?

Who will deliver the intro?
	

	Main delivery


	How much material?

What format?

What IT equipment? How many photographs?

Who will deliver what?

Can we put the material into our own words?

What level of language shall we use?

Length of presentation?
	

	Final summary


	What are the main points to summarise?

Who will deliver this section?

Do we need handouts?
	

	
	
	Review and feedback

	After the presentation 


	What went well?

What did not go so well?

Was the presentation the right length?

Did everyone understand the main message?
	


Activity: The ‘um’ count

When giving a presentation, it’s quite good fun to assess yourself using the ‘um’ count. Use the chart below to count ‘ums’ and other types of speech and behaviour that you use when speaking to an audience. You should try to stop using these sayings and behaviours as they can make it difficult to keep the attention of your audience.
	Sayings
	Count

	um / er
	

	basically
	

	okay
	

	yeah
	

	you see
	

	you know
	

	Other behaviour
	Count

	coughing
	

	not looking at the audience
	

	strange gestures
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