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Increasing Access to Secondary School Level Education through the 
Production of Quality Learning Materials 

English Modules 
 
BACKGROUND 
 
The project, Increasing Access to Secondary School Level Education through the 
Production of Quality Learning Materials, was initiated at a meeting which brought 
together senior Ministry of Education officials and heads of Distance Education 
Institutions from a number of Sub-Saharan countries in the Commonwealth. 
 
Through the project, open and distance learning materials at the junior secondary school 
level were produced in the following subject-areas: English, Mathematics and Science.   
 
The four modules comprising the English materials are: 
 
Module 1: Communication Skills 
Module 2: Reading 
Module 3: Composition 
Module 4: Language Structure 
 
THE WRITERS, REVIEWERS AND PILOTING TUTORS: 
 
The materials in the subject-area, English, were written by the following persons: 
 

Angela Martins (Mozambique);  
Judith Dludlu (Swaziland);  
Wanda Matsebula (Swaziland); 
Anson Banda (Zambia);  
Lottie Nkunita (Zambia); 
George Chonzi (Zimbabwe); and 
Patrick Matchakata (Zimbabwe). 

 
Mr Richard Trewby of the University of Namibia was the Distance Education Consultant 
employed to provide guidance and advice during the course writers’ workshop.   
 
The course materials were piloted in all eight partner countries and the tutors involved 
were: 
 

Victor B. Maika (Botswana); 
Baganetsi N. Mmotawa (Botswana); 
Obakeng Tamatise (Botswana); 
J. E. W. Nkhoma (Malawi); 
Angela Martins (Mozambique); 
Carla da Silva Sarmento (Mozambique); 
Monicah Katutjikrue Kahitu (Namibia); 
Louisa Nelao Ndaoya (Namibia); 
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Judith Dludlu (Swaziland); 
Wanda Matsebula (Swaziland); 
Illuminata J. Masenge (Tanzania); 
Consolata Mongella (Tanzania); 
Mary Sayayi (Tanzania); 
Kalaba B. Sam (Zambia); and 
George Chonzi (Zimbabwe); 
 

Following the pilot phase, the materials were reviewed by: 
 

Victor B. Maika (Botswana); 
Baganetsi N. Mmolawa (Botswana); 
C. K. Khanje (Malawi); 
Carla da Silva Sarmento (Mozambique); 
Monica K. Kahitu (Namibia); 
Judith Dludlu (Swaziland); 
Wanda Matsebula (Swaziland); 
Illuminata J. Masenge (Tanzania); and 
Sam B. Kalaba (Zambia). 

 
MATERIALS  
 
The intended audience for the materials is junior secondary students, including older 
youths and adults that are working towards a junior secondary school level qualification.   
 
The materials were written in module format in the anticipation that they can be easily 
modified for the individual country partners’ requirements.  The materials are available 
electronically as Word files in order to facilitate the ease of modification for the local 
context. 
 
SUGGESTIONS FOR USING THE MATERIALS 
 
The materials have been developed for students studying in an open/distance learning 
environment and it is envisaged that they will work on their own through much of the 
content.  Given that, when setting time to study, students should choose a time of day 
when they are: 
 
• as free from disturbances as possible; 
• least likely to be tempted to do other things; and  
• as alert as possible. 
 
Students should also plan their study time carefully.  One of the best ways to do this is to 
draw up a regular timetable and to follow it as strictly as possible.   
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MODULE 2: READING 
 
ACKNOWLEDGEMENTS 
 
The module on Reading was written by Judith Ddludlu and Wanda Matsebula from 
Swaziland.  The project acknowledges, with thanks, the Principal of the Emlalatini 
Development Centre, Mr. M.V. Zikalala, for allowing the writers to be on the Writing 
Team and to use the Centre’s facilities. 
 
MODULE CONTENT 
 
Module 2 has three units as follows: 
Unit 1 – Efficient Reading 
Unit 2 – Reference Skills 
Unit 3 – Intensive Reading 
 
In each unit there are: 
 
• lessons; 
• activities with answers; and 
• exercises with answers at the end of the unit. 
 
Each unit includes a wide range of exercises. These are the most important part of the 
materials as they will assist the learners to: 
 
• check on what they already know or can already do; 
• apply what the learners have learnt to real-life situations; and 
• use what the learners already know to reach new conclusions. 
 
RESOURCES REQUIRED 
 
• Dictionary 
• Pen and Paper 
 
GOAL FOR THE MODULE 
 
The purpose of this Module is to help the learners develop their reading skills. 
 
MODULE OBJECTIVES 
 
By the end of this Module, the learners should be able to: 
 
• understand the different types of reading which they are likely to meet both inside and 

outside school. 
• read efficiently at a speed appropriate to the purpose of reading. 
• read critically and make discriminating judgments. 
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HOW TO USE THIS MODULE 
 
As well as information about reading, this Module includes activities and exercises.  
These activities and exercises do not play a part in learner assessment but are there to 
help check the learning progress. 
 
When working through the materials, the information should be read carefully and then 
the questions should be answered or the exercises completed.  Examples and answers are 
provided throughout the units in order that the learners can check their work as soon as an 
activity or exercise is completed. 
 
ASSESSMENT 
 
An assessment task, such as an assignment, on each unit will be given by the tutor to 
assess the student’s achievement of the learning objectives.  
 
The tutor responsible will assist the learners to understand the requirements for the 
assignments.  If the learners do not understand the directions provided, then the tutors 
will provide clarification or further information and directions. 
 
DIRECTIONS FOR USING THE MODULE 
 
As learners work through the text, they will notice symbols in the left margin of some 
pages.  These “icons” guide the learners through the content and are used to note the 
following: 
 
 
 
 
   UNIT CONTENT 
 
 
 

  ACTIVITIES 
  
 

  EXERCISES  
 
 

   CHECK YOUR ANSWERS 
 

CONTENT 
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v
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WORDS 

1. mine  

2. lie  

3. cross  

4. tear  

5. match  

 

 Check your answers at the end of the unit. 

This brings us to the end of how you can use a dictionary. We hope you will now find it 
easy to look for words and meanings using your dictionary. We are now going to look at 
another reference book, which is the encyclopaedia. 



 

COL/English 51 Module 2: Reading 

LESSON   
_____________ 

Using an encyclopaedia 

In the last lesson you looked at how you can use a dictionary. In this lesson you are going 
to look at how you can use an encyclopaedia, which, like a dictionary, is a reference book. 
An encyclopaedia is often a set of books, usually found in libraries, and they give 
information on many subjects in detail. 

OBJECTIVE 

By the end of this lesson you should be able to: 

 find a required volume of an encyclopaedia using alphabetical order; 

  find required information using index and guide words; 

 find information about a given topic and answer specific questions. 

 

You have seen how useful a dictionary is in helping you find the meanings of words. An 
encyclopaedia will help you find information about something in detail. It gives more 
information on many different subjects such as people, places, events and many other 
specific things. Like in a dictionary, the information is arranged in alphabetical order. 

Encyclopaedias are often divided into sets, known as volumes. These volumes are 
numbered.  The first volume begins with the letter “A” and the last ends with the letter 
“Z.” There are different types of encyclopaedias. You can find a one-volume 
encyclopaedia. This is one that covers all the information from “A” to “Z” in one volume. 
It is not divided into separate volumes.  You can also find encyclopaedias with more than 
one volume. This is when many things begin with the same letter and all the information 
cannot be covered in one volume. You then have the information covered in more than one 
volume.  

The alphabet letters marking the volumes are written on the spine of the volumes.  These 
letters tell you which volume to use when looking for specific information. Let us say the 
letters “A-B” are marked on the cover. This means that you will find information you need 
on words that begin with letters A and B in this volume. Some are marked “C-E.” This 
means that you will find information on words beginning with the letters, C, D and E in the 
volume. So, it is helpful and quicker to find what you are looking for by looking at the 
letters on the cover and then you can find the information inside your volume. 

5
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 ACTIVITY 
Look at this set of children’s encyclopaedias and then answer the questions that follow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 
1. In what order are these arranged?  
 ........................................................................................................................................  
2. How many volumes are there?  
 ........................................................................................................................................  
3. In which volume would you look for information about music?  
 ........................................................................................................................................  

 
ANSWERS 

1. Alphabetically 

2. Fifteen 

3. Volume 9 

I N D E X  
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    EXERCISE 13 

Answer the following questions 

1. What is a one-volume encyclopaedia?  

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

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

2. When do you have an encyclopaedia with more than one volume?  

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

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

3. Look at the children’s encyclopaedia drawing on the previous page. In which 
volumes would you look for the following? 

a. ambulance 

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

b. electricity  

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

c. literature 

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

d. soccer 

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

 Check your answers at the end of the unit. 

GUIDE WORDS 
Like a dictionary, an encyclopaedia also has guide words. Do you still remember from 
your lesson on using dictionaries what these are? If you have forgotten, review guide 
words in Lesson 4. 

Guide words are two words printed on the top of a page on the right- and left-hand corners. 
The word on the left is the same as the first word explained on the page. The word on the 
right is the same as the last word explained on the page. These words help you to find the 
information you are looking for quickly as they are alphabetically arranged. 
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 ACTIVITY 
Answer the following questions.    

1. What are the guide words below?  

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

2. Why is “newspapers” on the top right-hand side? 

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

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

 
Nervous System 
NERVOUS SYSTEM. The name given to combined arrangement 
of brain, spinal cord and nerves, by which the various activities 
of the body are controlled. The brain, protected by the skull, is 
made up of countless nerve-cells; because of the colouring of 
most of these cells the brain is often referred to as ‘grey-matter’. 
The spinal cord, also consisting of nerve-cells, runs through the 
middle of the separate bones or vertebra that make up the 
backbone. Branching out from the brain and the spinal column to 
all parts of the body are bundles of nerve-fibres, like fine wires in 
a cable, and called nerves.  
       The sensory nerves (so called because they are concerned 
with the senses) take messages inwards to the brain from the eyes 
(sight), the nose (smell), the tongue (taste), the skin (touch), and 
the ears (hearing and balance). The motor nerves take messages 
outwards to the muscles that operate the moving parts of the body. 
For example, if a very hot iron is touched, the sensory nerves 
inform the brain that the iron is dangerously hot, and the motor 
nerves sent back a message to the muscles of the arm to make 
them jerk the hand away. The central nervous system (the brain 
and the spinal cord) is therefore like a telephone exchange, and 
the nerves are like cables that connect the exchange to various 
instruments. Some muscular movements occur involuntarily - that 
is, whether we wish them to or not; these include breathing, the 
beating of the heart, and digestion. All these processes are 
controlled by the nervous system 
See also EAR; EYE; MUSCLES; NOSE; SKIN. 
NETTLE. A plant whose leaves and stem are covered with 
sharp-pointed hairs, each of which is a micro-scopically-fine tube 
through which a stinging fluid is passed into the flesh of any-one 
who touched the plant. The nettle is a weed, but the leaves can 
be cooked as a vegetable when young, and the stems contain a 
strong fibre sometimes used for rope-making. One kind of nettle 
has no sting; this is the dead-nettle, which has white flowers and 
leaves that are smaller than those of stinging-nettle. 
NEW FOREST. A woodland district of Hampshire that has been 
a royal forest since the time of William the Conqueror; it provided 
great quantities of oak for shipbuilding in the days when 
warships were called ‘the wooden walls of England’. The wild 
ponies of the New Forest are a feature of the district. Map 1F2 

 

Newspapers 
NEWFOUNDLAND is a large island lying off the coast of N. 
America at the entrance to the St. Lawrence River. It was 
discovered by Cabot in 1497, and was once the oldest of the 
British colonies, but since 1949 it has been part of Canada. The 
island has long been famous for its cod fisheries in the shallow 
seas of the Grand Banks, off the S.E coast, and also for the 
manufacture of wood pulp and paper from its great forests. The 
province of Newfoundland includes Labrador, the most easterly 
part of the Canadian mainland, where Eskimos live by fishing 
and trapping. The capital, on the east coast of the island is St. 
John’s. Map 38. 
NEW GUINEA is a very large island lying to the north of 
Australia and near the equator. It is a mountainous country, and 
there are primitive and savage tribes living in the tropical forests
of the interior, much of which is unexplored. The government of 
the country is shared between Indonesia in the west and 
Australia in the east. Map 7. 
NEW ORLEANS, the chief city at Louisiana, in the south of the 
U.S.A., has had a varied history. It was founded by the French 
in 1718, taken over by Spain in 1763, returned to the French in 
1800, and bought by the U.S.A. in 1803. Many French and 
Spanish customs still continue there. The city is on the 
Mississippi, where it flows to the Gulf of Mexico through a delta: 
it is very low lying, and is protected from the river by 
embankments called levees. New Orleans is an important 
market and seaport for the cotton grown in the southern states 
of the U.S.A. Map 3. See also MISSISSIPPI. 
NEWSPAPERS. The first English daily newspaper appeared 
in1702; before that time, many people got their information from 
news-letters that contained gossip gathered in the coffee 
houses. The modern newspaper obtains news from the great 
news agencies, from full-time journalists and reporters, and from
part-time correspondents; the news pours in by cable wireless, 
telephone, and teleprinter. The items to be published are 
selected and titled by sub-editors, who are responsible to the 
editor; in addition there are articles and ‘features’ on various 
topics, and there is usually a leading article or leader in which 
the editor expresses his own opinions on important events. It is 
the advertisements that make it possible to sell newspapers 
cheaply; business firms pay the newspapers hundreds of 
thousands of pounds for the use of advertising space.  

(Waight 1973) 
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ANSWERS 

1. Nervous System and Newspapers 

2. Because it is the last word explained on the page 

EXERCISE 14 

 

1. Why are guide words printed on the top left- and right-hand corners of an 
encyclopaedia page? 

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

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

2. Why does NEW FOREST come before NEW GUINEA?  

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

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

3. Why does NEW ORLEANS come after NEW GUINEA?  

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

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

 

 Check your answers at the end of the unit. 

INDEX 
You have already seen what an index is in the lesson on using textbooks. An index is a list 
of all names and topics you can find in a book. It appears at the end of the book. 

Encyclopaedias have an index which can be found at the end of the last volume. This index 
gives information on subjects covered and the volumes in which this information can be 
found. If you look back at the children’s encyclopaedia on page 52 you can see that 
Volume 15 includes an index. This index tells you where to look for certain topics and 
what volumes to use. Encyclopaedias like the Britannica have index books, which tell you 
which volumes have information about your topic. 
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In a one-volume encyclopaedia, the index is found at the end of the book. It gives you the 
pages on which to find information. So, if you want to find out about something, it is 
always best to look in the index first because it will tell you exactly where to find it and 
save you time. Look at the sample of an index page below. Do you notice anything about 
how the page numbers are written? Some are written in heavy type (bold). This means that 
you will find a whole section on the topic on this page. Other page numbers are written in 
light type. This means you can find out something about the topic on these pages but not 
all the information is given. 

Look at the index page below and then answer the questions that follow. 

 

silver INDEX tape recorder 

 
silver 9, 28, 136 squirrel 56, 73 
skin 35, 90 stalactites 76 
slaves 104, 131 stalagmites 76 
slow-worm 17, 134 Stalin 147 
smell 6, 140 Stanley 148 
smuggling 25 starfish 131 
snow 47, 136 stars 124 
soap 136 Stars and Stripes 19, 32 
Socrates 140 steam 86, 186 
Solar system 11, 24 steppes 101 
Solomon 32, 112 stings 176 
solstice 124 stoat 3, 164 
sound 17, 105 Stone Age 94 
South Africa 141 Strauss 80, 148 
South America 142 string 
South Pole 30, 142 submarine 136 
soya 79 Sudan 47, 170 
space 14, 38, 65, 110 sulphur 60 
Spain 70, 145 sun 172 
spectrum 89 swallow 19 
spider 146 Syria 149 
spine 66, 93 
spirit 81 Taiwan 8, 151 
spring 165 tambourine 82, 94 
squid 48 tape recorder 130 

        (McCafferty 1995) 
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 ACTIVITY 
Answer the following questions  

1. What is an index? 

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

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

2. What are the guide words? 

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

3. On what pages can you find information on Stars and Stripes? 

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

4. On what pages can you find full information on space and Taiwan?  

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

 
ANSWERS 

1. A list of all names and topics you can find in a book. It usually appears at the end of 
the book. 

2. Silver and tape recorder 

3. Pages 19, 32 

4. Pages 110 and 151 

We hope you got all the answers right. 
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EXERCISE 15 

taste INDEX wheel 

taste 43 Urals 122 
tea 63 uranium 103, 182 
teeth 63 Uruguay 182 
telephone 108, 144  
television 109 Vatican 16, 183 
Tensing 46 veins 67 
Thames, River 153 Venus 67 
thermostat 17 vibration 184 
timber 182 Victory, HMS 98, 153 
tin 139 violin 81 
Tintagel 28, 147 voice 65, 82 
toad 120 volcano 184 
tongue 64 vulture 30, 184 
touch 22, 66  
Trafalgar 98, 152 Wales 184 
trawler Washington 18, 178 
triangle 83 wasps 184 
trout 74 water 3, 27, 185 
tundra 134 weasel 14 
Turin 59 weather 185 
turtle 176 weight 124 
typhoon 177 Westminster 185 
 whale 128, 185 
United Kingdom 11, 188 wheat 47, 68 
universe 65, 110 wheel 10, 186 

 

1. What are the guide words on this page? 

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

2. On which page can you find out about timber?  

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

3. On which page does a whole section about the United Kingdom start?  

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

4. How many different pages will tell you something about  the telephone? Give the 
pages. 

 ........................................................................................................................................  
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5. Make a list of the things you could find out about on 

 

PAGE 184 PAGE 185 PAGE 153 

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

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

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

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

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

 

 Check your answers at the end of the unit. 

FINDING INFORMATION 
You have already noticed that an encyclopaedia gives more information about particular 
topics or words. Let us say you have been asked by your teacher to find some information 
about eggs and you find this explanation from a children’s encyclopaedia. 

EGGS The female of mammals, birds, fish, 
insects and reptiles produce eggs. These have 
to join with the sperm of the male before they will grow. 

Fish lay their eggs in the water. The eggs are  
usually surrounded by a jelly-like substance. 
Some fish lay millions of eggs at a time, but  
many of these are eaten and do not hatch. 

Insects protect their eggs in many varied ways:  
bees place them in cells, spiders cover them 
with silky bags, and mosquitoes lay them on the  
water in little floating rafts. 

The eggs of birds and of most reptiles have hard 
shells and are hatched outside the mother’s body. 
The yolk and the “white” are a food store which is  
used up by the embryo or partly formed creature as  
it develops. When the embryo is fully formed  
it pecks or bites its way out of the shell. 

The eggs of mammals (that is, creatures which  
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feed their young on their own milk) are very small 
and are developed inside the mother’s body: this 
is what happens with human beings. The eggs  
develop in an internal organ called the womb, and 
when the animal or child is fully developed it 
is born into the outside world. 

 ACTIVITY 
1. Which animals produce eggs? 

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

2. Where do the eggs of mammals develop?  

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

3. a. How are birds’ and most reptiles’ eggs protected?   

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

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

b. Where do they hatch? 

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

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

 
ANSWERS 

1. females of reptiles, mammals, fish, birds and insects. 

2. in the female body 

3. a. by shells  

b. outside the mothers’ body 

From this information on eggs, more details have been given and you have more points for 
your teacher than if you had only looked in a dictionary. 



 

COL/English 61 Module 2: Reading 

EXERCISE 16 

Answer the following questions based on the information given about eggs. 

1. Fish do not lay their eggs in water.  True or false? 

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

2. What information did you find about insect eggs? 

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

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

3. How does a human being’s egg develop?  

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

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

 

 Check your answers at the end of the unit.. 

This brings us to the end of how you can use an encyclopaedia. We hope you will find it 
easy to use one when you want to find more information on a topic or subject. 
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LESSON 
_____________ 

Using a library 

In the last lesson you looked at how you can use an encyclopaedia. This is a reference book 
often found in libraries. In this lesson you are going to look at how you can use a library. A 
library is a building or room in which different collections of books and other materials are 
kept for people to read or borrow for reading. 

OBJECTIVE 

By the end of this lesson you should be able to: 

 find information in the library; 

  find books by using their classification numbers. 

 

Have you ever been to a library? 

As a student, you have to visit a library quite often, as it is a quiet place for studying and 
reading. You can find many books there. These can help you discover new ideas and find 
answers to questions.  You can refer to books for information and read them for pleasure. 
There are three kinds of materials that you can find in any good library. These are books, 
reference materials and periodicals. Some libraries keep video cassettes, audiotapes, films 
and other materials which you can borrow. Most libraries have a card catalogue. This is a 
list of all the books and materials you can find in a library. There is a card for every book 
and it tells you where to find books on shelves. The cards are arranged alphabetically. 

The book section in a library is divided into two main sections. These are fiction and non-
fiction. 

FICTION 
In this section you find books that are based on made-up stories. These are imaginary 
stories about people and events. Fiction encourages reading for pleasure. These books are 
kept in a separate section from the non-fiction materials on the shelves. They are arranged 
in alphabetical order by the author’s surname first and then the titles. The first three letters 
of the author’s surname are written on the spine of each book and then the letter “F” (for 
fiction). This differs from non-fiction books which are marked by numbers on their spines. 
There is also a card for every fiction book owned by the library. 

6
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So, if you want to read a book by a particular writer, you can check on the shelves or look 
in the catalogue to find the card. You will find it easy to get what you want as these are 
alphabetically arranged. If you are not looking for anything particular, you can just look 
around until you find something that interests you. 

 ACTIVITY 
Answer the following questions on what you have learnt about fiction. 

1. What is fiction? 

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

2. How are the books arranged on the shelves? 

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

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

3. How are the books marked on the spine? 

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

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

 
ANSWERS 

1. Stories not based on facts but are imaginary. 

2. In alphabetical order by the author’s surname first and then the title. 

3. The first three letters of the author’s surname and the letter “F.” 

NON-FICTION 
In this section you find books and other materials which are based on facts. Examples are 
textbooks, reference books and other books with information that is factual. These books 
are kept on separate shelves from the fiction section. There is also a card for each book 
which helps you find out if a particular book is in the library. Non-fiction books are 
marked differently from fiction. They are marked with numbers and placed on the shelves 
in number order. Each number stands for a special subject and books on the same subject 
share the same number and are kept together on the shelves. For example, books about 
technology have the same number and are kept together. Besides the numbering, the books 
are also arranged in alphabetical order by authors and titles. 
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The method of arranging books by number and subject is called the Dewey Decimal 
System. It divides books into ten main sections in numbers. 

 

Dewey 
section 
number 

Subjects Dewey numbers 
begin with 

000 

100 

200 

300 

400 

500 

600 

700 

800 

900 

General: encyclopedias, directories 

Philosophy: books about ideas 

Religion: books about religions 

Social Science: education, politics, transport 
(road, rail, sea, air), customs, army, navy, air 
force 

Language: English and other languages 

Science: maths, nature, astronomy, physics, 
plants, chemistry, biology, birds, animals 

Technology: engineering, radio, TV, 
medicine, food, farming, building, printing 

The Arts: painting, music, drawing, 
photography, dance, sports, hobbies 

Literature: poems, plays, books about 
writers 

History, Geography, Travel: other countries,  
things that happened in the past 

0 

1 

2 

3 

4 

5 

6 

7 

8 

 
9 

 

From the ten sections above notice that books on the same subject share the same number. 
Knowing the number under which a subject is marked makes it easier and quicker for you 
to find the books you are looking for on the shelves. For example, you will look for books 
on Language under numbers 400-499 and on Technology between 600 and 699. 
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 ACTIVITY 
Answer the following questions: 

1. What is a non-fiction book? 

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

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

2. How are non-fiction books arranged on shelves? 

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

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

3. What is the name of this method for arranging non-fiction books? 

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

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

 
ANSWERS 

1. A book with information that is based on facts 

2. By numbers 

3. Dewey Decimal System 

REFERENCE MATERIALS 
You can also find a reference section in the library. This is where reference books such as 
dictionaries, encyclopaedias, atlases, yearbooks and periodicals are found. These are also 
kept on separate shelves and they are used inside the library only. You are not allowed to 
borrow them. You refer to these when you want to find some information. You have seen 
this in the lesson on using a dictionary and using an encyclopaedia.  In some libraries, you 
have to get permission from the librarian to use the reference section. 
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 ACTIVITY 
1. Write down two types of reference books you can find in a library. 

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

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

2. Under which numbers do you find reference materials in the Dewey Decimal 
System? 

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

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

 
ANSWERS 

1. dictionaries and encyclopaedias, atlases, yearbooks, periodicals (any two) 

2. 000-099 

PERIODICALS 
Every library has a section or special room for periodicals. While you can borrow books 
from a library you cannot borrow periodicals. You only read these inside the library. 
Periodicals are magazines, journals, newsletters, newspapers and diaries that are published 
at regular intervals, and these mostly give information on current events. 

 ACTIVITY 
1. Can you name any local magazine that is published in your country? 

2. What kind of information do you find in such a magazine? 

In your magazine you find news about what is happening in your own country as well as in 
other countries. It can give information on politics, entertainment, fashion, sports, 
advertisements and reports on other topics. 

Most libraries have current periodicals on display, filed alphabetically on the racks. These 
are removed after a certain period of time and bound in volumes. 
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Periodicals, whether published daily, weekly or monthly, provide helpful information often 
written by different people. Unless you are looking for specific information from a past 
periodical, it is always best to read current ones as they will give information on what is 
happening at the present time. 

So when you visit your library, make sure you spend some time in the periodicals section, 
as you will find a wide range of information. 

 ACTIVITY 
Answer the following question 

1. What are periodicals? 

 
ANSWER 

1. These are magazines, journals, newsletters, newspapers and other reading materials 
that are published regularly. 

The following exercise covers everything you have learnt in this lesson. 
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EXERCISE 17 

Answer the following questions. 

1. What are the three kinds of materials that you can find in a good library? 

2. What is a card catalogue? 

3. What are the two main sections of the book section? 

4. How are non-fiction books marked on the spine? 

5. Are reference books fiction or non-fiction? 

6. Give any two types of periodicals. 

7. Why is it a good idea to read current periodicals? 

 

 Check your answers at the end of the unit. 

This brings us to the end of how you can use a library and to the end of the unit. We hope 
you will now find it easy to find books and other information when you visit a library. 

SUMMARY 
In this unit you have looked at: 

• how letters and words are arranged in alphabetical order; 

• how you use reference materials such as textbooks, telephone directories 
and dictionaries; 

• how you can use encyclopaedias to find information that you need; 

• how to use a library; 

• how to use the classification numbers to locate books in the library. 
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ANSWERS  

EXERCISE 1 

1. address, disease, mountain, night, wrong 

2. fence, flesh, four, freeze, future 

3. practice, prepare, press, prison, prize 

EXERCISE 2 

1. 404-5341 

2. 404-1923 

3. 528-3743 

4. 505-5854 

EXERCISE 3 

1. Postal –   P.O. Box 1964 
    Matsapha 
 Residential – 6th Avenue Matsapha Industrial Sites 

2. Postal –  P.O. Box 2590 
    Mbabane 
    Swaziland 
 Residential –  Sheffield Road Industrial Sites 

3. Postal –  P.O. Box 547 
    Mbabane 
    Swaziland 
 Residential –  B1-1214 Mvundla Road Lusoti Village 

4. Postal –   P.O. Box 23  
    Mankayane 
    Swaziland 
 Residential – Plot number 1123 Thembelihle
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5. Postal –  P.O. Box 13  
    Mbabane  
    Swaziland 
 Residential – Plot 36/72 Sidwashini South 

EXERCISE 4 

1. a. Minorkas Radiator Services, Grootfontein 

 b. Coolmaster Radiators, Ongwediva and Oshakati 

 c. Coastal Radiators, Swakopmund 

d. Clutch and Brake Supplies, Walvis Bay 

e. Radiator Services, Windhoek 

2.  Two 

3. a.  Gamsberg Macmillan 

 b.  Just Ads The Smalls Paper 

c. Out of Africa Publishers 

d. Soundbyte Productions 

4. 10 Eugene Marias Street 

5. Telephone number 237533 

 Fax number 237536 

EXERCISE 5 

1. Chapter 3  pages 73 - 86 

2. Food, Digestion and Transport 

3. The Earth 

EXERCISE 6 

1. Page 144 

2. Pages  65, 77, 92, 121, 133, 135, 137, 140 

3. Page 142 
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EXERCISE 7 

1. Faulty – have something wrong. 

2. Automatically – working by itself without direct human control 

3. Replace – to take the place of something 

4. Receipt – a paper that shows you have received something 

EXERCISE 8 

1. S 

2. U 

3. N 

4. Near the end because the second letter in “SU” is near the end of the alphabet. 

5. A doctor who carries out operations. 

EXERCISE 9 

1. Picture and piglet 

2. Because the fourth letter “r” in “pier” comes after the fourth letter “c” in “piece” 

3. Because the third letter “f” in “piffle” comes after the letter “e” in “pierce” 

4. Because the sixth letter “e” in “piddle” comes before the letter “i” in “piddling” 

5. No. Because the letter “n” comes after the letter “g” in “pig”  

EXERCISE  10 

1. pale 

2. fare 

3. principal 

4. heir 

5. cereal 
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EXERCISE 11 

1. “v” 

2. “n” 

3. “n” 

4. “v” 

5. “v” 

6. “n” 

7. “n” 

8. “v” 

EXERCISE 12  

Your sentences will be different. These are just examples. 

1. a. This pen is mine 

 b. My uncle works in a coal mine. 

2. a. Mrs. Nkomo told Leo not to lie about having gone to town without  
   permission. 

 b. He was told to lie on his back for two hours. 

3. a. The school children cross a river when going to the shops. 

 b. I was cross with him for being late. 

4. a. Do not tear that page from that book. 

 b. A tear rolled down his cheek. 

5. a. We will watch the soccer match on television. 

 b. Your black trousers do not match your old jacket. 
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EXERCISE 13 

1. One in which you find information from “A” to “Z” covered in one volume. 

2. When information cannot be covered in one volume 

3. a.  1  

 b.  5  

 c.  9  

 d.  12 

EXERCISE 14 

1. Left – to show the first word explained on the page 
 Right – to show the last word explained on the page 

2. “F” in “forest” comes before the “G” in “Guinea” alphabetically. 

3. “O” in “Orleans” comes after the “G” in “Guinea.” 

EXERCISE 15 

1. taste and wheel 

2. Page 182 

3. Page 188 

4. Two pages:  108 and 144 

5. Page 184  Page 185  Page 153  

 vibration  water   Thames River 

 volcano  weather  Victory, HMS 

 vulture  Westminster 

 Wales  whale 

 wasps 
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EXERCISE 16 

1. False 

2. Protect their eggs in different ways. 

 Bees keep them in cells. 

 Spiders cover them with silky bags. 

 Mosquitoes lay them on water. 

3. Inside the mother’s body. 

4. Develops in the womb and when the child is fully developed, it is born. 

EXERCISE 17 

1. Books, reference materials and periodicals 

2. A list of all the books and materials kept in a library 

3. Fiction and non-fiction 

4. Numbered according to the Dewey Decimal System 

5. Non-fiction 

6. Newspapers and magazines 

7. They give information about what is happening at the present time. 

 


