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CFIQ WORK PACKAGE 6
Title: Unit 3 – Written handovers : transcription

	Topic: 
	Feedback and written handovers

	Level:
	A2 - B1

	Aim(s):
	To practise describing health conditions (feedback) 

To practise transcribing what has been done

To practise reporting handovers to colleagues 



	Skill(s):
	Speaking, reading & writing

	Approximate Timing:
	4 hours

	Materials / preparation: 
	· Samples of handovers in various areas:

· Drugs

· Bureaucracy

· Domestic environmental hygiene 




Teacher’s Instructions:


1. Hand out worksheet 1: Outlines. Learners write the first handover (exercise 1). 

Learners work individually for 15 minutes then, three at a time, are asked to the blackboard to read their exercise to the class. Check.        

2. Hand out worksheet 2 and in connection with unit 1, ask learners to write another handover (exercise 2). Learners work individually for 15 minutes then, three at a time, are asked to the blackboard to read their exercise to the class. Check.     

3. Hand out worksheet 3 and have learners write another handover by giving different ideas to each of them (exercise 3). Learners work individually for 15 minutes then, three at the time, are asked to the blackboard to read their text to the class. Check.       

4. Hand out worksheet 4 (Bureaucratic activities) and ask learners to practise exercise 4: handover writing. After 15 minutes check and mark some of the exercises.  

5. Hand out worksheet 5: (Domestic environmental hygiene). Read the text to the class and check comprehension. Then ask learners to write a similar handover. After 10 minutes correct together.        

6. Starting from the text of the previous handover, focus the activities on the related grammar (conditional). Check comprehension by asking learners to do exercises 5, 6, 7, 8, 9 and 10. Check and give additional explanations in case of doubts.

7. Handout worksheet 6: Learners do exercise 11 together. Distribute exercises 12 and 13 (furniture and household items). Check and mark.

Key language used in this lesson:

· Gastric trouble

· Feedback

· Current health conditions of the looked-after person

· Domestic environmental hygiene
· Disinfection 

· Home equipment

· House 

Using the examples of handover used in Unit 1 as models, try to write  handovers. 
EXERCISE 1 

Starting with the basic information below, imagine you are the son/daughter of an elderly woman who needs assistance and give some indications to the family carer about what they have to do. Read your handover to your classmates and compare. 

The patient has a high temperature – she needs medicine for her cough – she needs drops for her earache – she has gastric troubles.

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………..

EXERCISE 2 

Go back to the example of written handover 1 (“Drugs”) in Unit 1, p.12. 

You are the family carer of the woman in the exercise. A colleague of yours asked you to leave a written message at the end of the day with feedback of what you have done and any Doctor communications. Explain in detail.

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

EXERCISE 3 

Go back to the example of written handover 3 (“Nutrition”) in Unit 1, p.18. 

You are the family carer of the woman in the exercise. You have to write detailed feedback to your colleague who is going to take over from you in the afternoon. Write what you have and have not done and suggest the tasks they will have to perform (you can use bullet points if you like). 
……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

EXERCISE 4 

The son of the elderly man you assist night and day asked you to carry out some bureaucratic activities. You must book an ECG specialist examination at the National Health Service after obtaining a written request from his GP and a prescription for the medicine that the man regularly takes. 

At the end of the day you will have to write detailed feedback of all the things you have done and pass on information that the doctor might have said to you (do not forget to write the details of the specialist examination).
……………………………………………………………………………………………

……………………………………………………………………………………………
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……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………
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……………………………………………………………………………………………
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……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

DOMESTIC ENVIRONMENTAL HYGIENE 

	EXAMPLE 1 OF WRITTEN HANDOVER 


	“If the woman’s cat happens to urinate on the kitchen table again, please disinfect it as soon as possible”. 




· Explain with your own words what "domestic environmental hygiene“ means. 

……………………………………..........................................................................................................................................................................................................................................................................................................

· Now write a handover similar to the one in the example above regarding domestic environmental hygiene and then read it out to your colleagues.

……………………………………..........................................................................................................................................................................................................................................................................................................

……………………………………..........................................................................................................................................................................................................................................................................................................

……………………………………..........................................................................................................................................................................................................................................................................................................

· In the text there is a highlighted verb.  Do you know what kind of verb it is?

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

Conditional Sentences (2nd Conditional)
Read and consider
EXERCISE 5 

Fill in the gaps as shown in the example below. 
A. I would feel better if it (to be not) …………..….was not …………… so hot.

B. We would be happier if we (can) …………….. find a less expensive house. 

C. I would go to the movies if I (to have) ……………………….………. enough money for the ticket.

D. We would open our own restaurant if we (to have) .………………………. the licence.

E. Citizens would be happier if there (to be) …………..………… more services.

F. I would buy you a new car if you (to have) ……………….. your driving licence.

G. It would be easier if you (to give)  ………………… me your heaviest luggage.

H. I would play the violin if I (to be) …………………….…………….. a musician.

I. It would be better if you (to pay)…….………………. heed to me.

J. He would earn more if he (to have) ………………….…………. a second job.

K. I would leave right now if I (to feel) …………..…………….. well.

EXERCISE 6 

Rewrite the following sentences as shown in the example below. 

A. I am still a child and I do not work.

      ……If I were still a child I would not work……

B. I am good at cooking and I prepare delicious food.

      ……………………………………………………………..

C. We are really hungry and we buy some bread and ham.  

      ……………………………………………………………..

D. You are a reliable friend and you help me to solve my problems. 

      ……………………………………………………………..

E. Luca is ready and we can leave.

     ……………………………………………………………..

F. You are polite and you help me with my homework.

      ……………………………………………………………..

EXERCISE 7

Match the following:

	1.
	Paolo would play with us 
	
	A.
	if we found the key

	2.
	Maria would do the shopping 
	
	B.
	if a bar were open

	3.
	I would have a coffee
	
	C.
	if you brought back my book 

	4.
	We would lock the door
	
	D.
	if we needed to get something 

	5.
	I would love to read
	
	E.
	if he was here

	6.
	You would sleep better 
	
	F.
	if you drank less coffee at night 


MODALS 


Read and consider
EXERCISE 8

Fill in the gaps as shown in the example below.

A. Carlo (can) …could… you please close the door? 

B. If there is still time, I (would) ……………. like to finish this job for tomorrow.

C. Madam, (could) ……………………… you tell me what time it is?

D. Guys, you (must) ……………..………… talk quietly. You are bothering us!

E. If everything goes well, Marco will (to take) …………………….. the exam at the end of the month.

F. I would (to live) ………………………………. in a smaller city if I could move. 

G. If you do not mind, I would (to make) …………………… a quick phone call. 

H. Lara and Lidia, would you (to know) ……..………………… how to find your way home by yourselves? 

I. If you agree, you could (to come) …………………… visit him with us.

J. Is there a long wait? I (to be) ……………..……… in a hurry.

EXERCISE 9

Complete the following exercise: 

I would (to like) ………………….. to live in the mountains. In winter I (could)………………….. go skiing, in summer I could (to stroll) ………………….. in the woods.

It would (to be) ……………………. nice to find a house next to the train station, so that I do not (to have) …………………… to take my car to go to the city. 
I would really (to like) ………………….. it, but what about my children who (to go) ………………….. to school?

EXERCISE 10

Fill in the following sentences 

A. I would like to visit South America, and you, which country ………………………?

B. We will leave tomorrow late at night, and you, when ………………………………?

C. We would like to play tennis, and you, what ………………………………………?

D. I would like to go window shopping, and you, where ……………………….?

E. I would like to have a cup of tea, and you, what …………………………………….?

ROOMS OF THE HOUSE

EXERCISE 11

Match the pictures to their names as shown in the example below.
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	CORRIDOR
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	BEDROOM

	
	

	[image: image5.png]



	KITCHEN
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	DINING ROOM
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	BATHROOM

	
	


Furniture and Household Items 

EXERCISE 12

Here is a list of furniture and items found in the home. Put them in the chart below.

BOOKCASE – PILLOW – DISHES – CUTLERY – UMBRELLA STAND – TABLE – CHAIRS – OVEN – SHOWER – DESK – TOWEL – HANGERS - TOILET – BIDET – CHANDELIER – STOVE – FRIDGE – TV – COUCH – PAN – COMPUTER – BED SIDE TABLE – POT – SHEETS - BED

	LIVING ROOM
	CORRIDOR
	KITCHEN
	BATHROOM
	BEDROOM

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EXERCISE 13

Choose 10 words from the list in the previous exercise and use them to write some sentences, then read them out to your colleagues. 

1. ……………………………………………………………………………………………………………………………………………..……………………………………..

2. …………………………………………………………………………………………………………………………………………………………..……………………….

3. ………………………………………………………………………………………………………………………………………………………………………..………….

4. …………………………………………………………………………………………………………………………………………………………………………………....

5. ……………………………………………………………………………………………………………………………………………………………………………………

6. …………………………………………………………………………………………………...……………………………………………………………………………….

7. ……………………………………………………………………………………………………………...…………………………………………………………………….

8. ……………………………………………………………………………………………………………………………………..…………………………………………….

9. …………………………………………………………………………………………………………………………..……………………………………………………….

10. ………………………………………………………………………………………………………………………………………………...………………………………….

WHAT HAVE I LEARNED IN THIS UNIT?

COMPLETE…



COMMUNICATION - HEALTH AND CARE�
�
 





BE CAREFUL!





If      +     past simple      +       would + main verb


If             I won                       I would buy a house





BE CAREFUL!





a desire or a project: 


I would like to have a coffee.


a polite request: 


Could you give me a tissue?


a possibility, some uncertain information:


….it could rain really soon!











THE 2nd Conditional





WRITING HANDOVERS
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