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LISTENING&SPEAKING

LISTENINGCOMPREHENSIONANDNOTE-TAKING

FEATURESOFORALPOETRY

 Oralpoetryreferstotheverbalexpressionoffeelings,ideasandthoughtsusingwords
arrangedintheirbestpossibleorder.

 Ifsung,itisasong.

FeaturesofOralPoetry

Oralpoetryhasthefollowingfeatures:

1.Itiscomposedanddeliveredbywordofmouth.

2.Linguisticaspectssuchastoneandpitcharecrucialinoralpoetryinvaryingthemeaningandthe

mood.

3.Thereisoftensoloandchoruspatternespeciallyinsungpoetry.

4.Accompaniedwithmovementanddance.

5.Theperformerdressesincostumesinsomesungpoetry.

6.Musicalinstrumentssuchasdrums,horncanaccompanytheperformanceofpoetry.

7.Rhythmorbeat.Itisaregularrepeatedpatternofsounds.Itcanbeslow,fast,moderate,
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monotonous,ordisjointed.

8.Volume.Thisreferstowhetherthesong/poetryshouldbeloudorsoft.Alullabyshouldbesung

softlywhilewarsongshouldbesungloudlyasitengenderscourageandaggression.

FeaturesofProverbs

 Proverbshavefeaturessuchas:

1.Theyarebrief.

2.Theycontainwisdom.

 Proverbsalsohavestylisticqualities.

StylisticQualitiesofProverbs

Proverbspossessuniquestyliticqualitieslike:

(a)Mnemonicfeaturessuchasalliteration,assonanceandconsonance.

(b)Parallelism.

(c)Ellipsis.

(d)Hyperbole.

(e)Paradox

(f)Personification.

Let’slearnthesefromtheexampleofproverbs:

(a)Alliteration,example

Forgiveandforget

(b)Consonance,example,

Practicemakesperfect.

(c)Assonance,forexample,

Upendapo,uendapo. 
Whereyoulikeit,iswhereyoumustgo.

(d)Parallelism.
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Thisisabalancebetweentwosimilarwords,phrases,orclauses.

Examples

i. Nothingventured,nothinggained.

ii. Easycome,easygo.

(e)Ellipsis

Somewordsareomitted.

Unneededwordsareleftoutinorderforustofillwhatismissing.

Examples

i. Oncebitten,twiceshy.

ii. Pennywise,poundfoolish.

(f)Hyperbole

Anideaisexaggeratedinordertoevokestrongfeelings,ortocreateastrongimpression.

Example

Thehalfismorethanthewhole.

(g)Paradox

Itisanapparentlytruestatementthatleadsto,orintentionallyexpressesacontradictionorsituation,

whichdefiesintuition.

Examples

i. Thelongestwayistheshortestwayhome.

ii. Absencemaketheheartgrowfonder.

(h)Personification,examples,

i. Hungeristhebestcook.

ii. Loveisblind.
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ETIQUETTE

TURN-TAKING

Beingacyclicalprocess,turntakingstartswithonepersonspeaking,andcontinuesasthespeakergives

controltothenextindividual.Thisisthenofferedtoanotherpersonandthenbacktotheoriginalspeaker.

Orderlyconversationhastotakeplace.

Aturnisacrucialelementwithinturntaking.Eachpersontakesturnwithintheconversation–eitherin

personoronphone.

AchievingSmoothTurnTaking
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Itisachievedwith:

1.Usingspecificpolitephrases,forexample,thosefor,

 Interrupting

 Acceptingtheturnwhenofferedit

 Keepingyourturn

 Gettingotherpeoplespeaking,etc.

2.Usinggesturestoindicateyouhavecompletedwhatyouaresayingorthatyouwanttosay

something.Youdropyourarmwhenyouhavecompletedandraiseitwhenyouwanttosay

something.

3.Varyingtheintonationtoshowyouhaveorhavenotfinishedspeaking.

4.Usenoiseslike‘uming’and‘ahing’whilethinkingsoasnottoloseyourturn.

TurnTakingCues

Therearevariouswaysofsignalingafinishedturn.Theymightbeindicatedwhenthecurrentspeaker:

1.Asksaquestion,forexample,‘Didyouwanttoaddanything?’

2.Trailsoff(his/hervoicebecomesweakertotheextentyoumaynothearhiswords)

3.Indicatestheyaredonespeakingwithaclosingstatement,forexample,‘That’sallIwantedtosay.’or

’IthinkIhavemademypoint.’

4.Usesmarkerwords(thosethatallowtheotherachancetospeak),forexample,‘well…’or‘so…’

5.Dropsthepitchorvolumeoftheirvoiceattheendoftheirutterance.Thisistheuseoffalling

intonation.

6.Usesgesturestosignalthatanothercancontribute.

ViolationsinTurn-Taking

Therearefivewellknownturn-takingviolationsinaconversation.Theyare:interruptions,overlaps,grabbing

thefloor,hoggingthefloor,andsilence.Doyouknowwhattheyreallyare?Ifyoudon’t,readthe

explanationsfortheviolationsinthatorder.

1.Inhibitingthespeakerfromfinishingtheirsentencesduringtheirturn.

2.Talkingatthesametimeasthecurrentspeaker.Thisisinterruptiveoverlap.However,cooperative

overlapisencouragedasitshowsyouareinterestedinthemessage.

3.Interruptingandthentakingovertheturnbeforebeingofferedit.

4.Takingoverthefloorandignoringotherpeople’sattempttotakethefloor.

5.Remainingwithoutsayinganythingforquitesometime.
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TheListofTurn-TakingPhrase

Tointerrupt;

 BeforeIforget,…

 Idon’tliketointerrupt,but….

 Iwouldn’tusuallyinterrupt,but…

 I’mafraidIhavetostopyouthere.

 Iwillletyoufinishinaminute/second/moment….

 MayIinterrupt?

Toaccepttheturnwhenofferedit;

 Thanks.Iwon’ttakelong.

 WhatIwantedtosaywas…

Tostopotherpeoplefrominterruptingyouduringyourturnuse;

 Ihavejustonemorepointtomake

 Ihavenearlyfinished

 Beforeyouhaveyoursay…

 Ihaven’tquitefinishedmypointyet

 Iknowyou’redyingtojumpin,but….

Tooffertheturntoanotheruse;

 ….,right?

 Butthat’senoughfromme.

 Canyougivemeyourthoughtson…?

 DoesanyonewanttosayanythingbeforeImoveon?

 Howaboutyou?

Totaketheturnbackafterbeinginterrupted;

 AsIwassaying(beforeIwasinterrupted)

 Togetbackontopic…

 Carryingonfromwherewelefton…

Note:Thelistisendless,andyoucancomeupwithotherappropriatephrases.
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INTERRUPTINGANDDISAGREEINGPOLITELY

 Englishisapolitelanguage.Forthisreason,itisadvisabletoindirectlycontradictaperson.Itisrudeto

doitdirectly.

 Althoughconversationisatwowaystreet,interruptingaspeakerisusuallyregardedasrude.However,

attimesyouneedtointerrupt.Whenthencanoneinterrupt?

 Youcanonlyinterruptto:

(a)Askaquestion;

(b)Makeacorrection;

(c)Offeranopinion;and

(d)Askforclarification.

Inthissection,weshalllearnhowtointerruptanddisagreepolitely.

StepstoInterrupting

Itisimportanttotakenoteofthefollowingstepswheninterruptingaspeakerduringaconversationor

duringadiscussion:

1.Signaltothespeakerthatyouhavesomethingtocontributebyimplementingthebodylanguage

suchas:

(a)Makingeyecontact;

(b)Slightlyraisingyourhand;

(c)Sittingforwardonyourseat;

(d)Quietlyclearingyourthroat;or

(e)Coughingquietly.

2.Waitpatientlyuntilthespeakerpausesorincaseofalullintheconversation.

3.Speakclearlyusingpolitephrases.Thesephraseswillbelearntlater.

4.Waitforthespeakertoacknowledgeyourrequesttospeakbeforeyoudoso.

5.Afteryouhavespoken,thankthespeakerandallowthemcontinue.

6.Takeadeepbreathandcalmyourselfbeforeinterruptingwhenyoufeelangryorannoyed.

7.Takecaretouselowtoneofvoice.

Avoid:
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1.Unnecessaryinterruptions.

2.Finishingspeaker’ssentences.

3.Interruptingtocorrectthespeakerunnecessarily.

4.Speakingharshlyorusingdisparagingcomments.

PhrasesusedinInterruption

Belowisthelistofphraseswhichyoucanusetopolitelyinterruptsomeone:

 MayIsaysomethinghere?

 Iamsorrytointerrupt,but…

 Excuseme,mayIaddtothat…?

 DoyoumindifIjumpinhere?

 Beforewemoveontothenextpoint,mayIadd…?

 Sorry,Ididn’tcatchthat,isitpossibletorepeatthelastpoint?

 Idon’tmeantointrude….

 Sorrytobuttin,but…

 Wouldthisbeagoodtimeto….?

 Excusetheinterruption,but…

 Ihatetointerrupt,but…

 Iknowitisrudetointerrupt,but…

HowtoDisagreePolitely

Thetipsthatfollowwillhelpyouhandledisagreementswithoutannoyingtheotherpersoninadiscussionor

discussion:

1.Activelylistentotheotherperson’spointofview.Thishelpsinshowingrespectandunderstanding

oftheotherperson’sperspective.

2.Staycalmevenifyoufeelangry.

3.Acknowledgetheotherperson’spointofviewbeforethebuts.

4.Disagreeonlywiththeperson’sideabutnotheperson.

5.Usepolitephrasestorespectfullydisagree.

6.Speakinalowtone.

7.Givesomecredencetotheotherperson’spointofviewbeforechallengingit.Forexample,say:It’s
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partlytruethatIboughtthisphoneatacheapprice,but…

DisagreeingPolitelyExpressions

 Iagreeuptoapoint,but…

 Iseeyourpoint,but…

 That’spartlytrue,but…

 I’mnotsosureaboutthat.

 That’snotentirelytrue

 Iamsorrytodisagreewithyou,but…

 I’mafraidIhavetodisagree

 Imusttakeissuewithyouonthat

 It’sunjustifiabletosaythat..

NEGOTIATIONSKILLS

 Thisistheprocessofdiscussionbetweentowoormoredisputants,aimedatfindingthesolutiontoa

commonproblem.

 Itisamethodbywhichpeoplesettletheirdifferences.

 Itisalsotheprocessbywhichacompromiseoragreementisreachedwhileavoidingarguiment.

 Therecouldbeadifferencebetweenpeoplewithdifferentaimsorintentions,especiallyinbusinessor

politics.Whenthishappens,theyhavetoreachanagreement.

 Negotiationskillswillbehelpfulwhen:

 Hagglingoverthepriceofsomething;

 Negotiatingwithyouremployere.g.forhighersalary;

 Negotiatingforpeace/solvingconflict;

 Negotiatingforbetterservices;etc.
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StagesOfNegotiation

1.Preparationcomesfirst.Duringthistime,ensureallthepertinentfactsofthesituationisknowninorder

toclarifyyourownposition.Itwillhelpinavoidingwastingtimeunnecessarily.

2.Discussionthenfollows.Thisisthetimetoaskquestions,listenandmakethingseasiertounderstand.

Attimes,itishelpfultotakenotestorecordallpointsputforward.

3.Negotiatetowardsawin-winoutcome.Eachpartyhastobesatisfiedattheendoftheprocess.

4.Agreementcomesafterunderstandingbothsides’viewpointsandconsideringthem.

5.Implementthecourseofaction.Ifforexample,payingtheamount,ithastobepaid.

PointsEveryNegotiatorShouldConsider

1.Askquestions,confirmandsummarise.Thesethreeactivitiesensurethatthereisnoconfusiononwhat

eachpartywants.

2.Acknowledgeeachother’spointofview.Showthatyouhavelistenedtoandunderstoodtheir

perspective.Showappreciationoftheotherperson’spointofview.

3.Listenattentivelytotheotherperson.

4.Respondtonegativecommentsandcomplaints.Avoidconfrontationallanguage.

5.Behaveinaconfidentway,butdon’tberude.Makepolitebutfirmrequests.

6.Giveoptions/alternatives.Youcanbothwinifyourecognisethatyoushareacommonground.

Exercise

Youareplanningtobuyanewmodelcar.

(a)Writedownthreerelevantfactsyouwouldwanttoknowbeforegoingtobuythecar.

(b)Stateanythreehintsforthenegotiatorsyouwouldconsiderwhenhagglingoverthepriceofthatcar.

PAYINGATTENTION(LISTENING)

Listeningisdifferentfromhearing.Whenyoulisten,youunderstandboththeverbalandnonverbal

information.

Whyshouldyoulisten?Youlisten:

 Toobtaininformation

 Tounderstandthemessage
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 Forenjoyment

 Tolearn

Inthissection,weshalllearnthetechniquesofactivelistening.

TechniquesofPayingAttention

Inordertobenefitfromatalkasthelistener,youshouldtakenoteofthefollowingkeytips:

1.keepanopenmind.Listenwithoutjudgingthespeakerormentallycriticizingtheirmessagethey

pass.Youjusthavetoholdyourcriticismandwithholdjudgment.

2.Familiarizeyourselfwiththetopicunderdiscussion.Audiencetendtolistenmoreiftheyhaveidea

ofthetopicbeingdiscussed.Howthencanonefamiliarizehimself/herselfwiththesubject?They

candothisby:

(a)Readingfromthebooks.

(b)Readingfromtheinternet.

(c)Askingforideasfromthosewhoknow.

3.Usethespeakerresponsestoencouragethespeakertocontinuespeaking.Youwillalsogetthe

informationyouneedifyoudoso.Someofthespeakerresponsesweuseinclude:

(a)Slightlynoddingthehead,butoccasionally.

(b)Smileoccasionally.

(c)Usingsmallverbalcommentslikeyes,uhhuh,mmmh,Isee,etc.

(d)Reflectingbacke.g.yousaid…

4.Takenotesontheimportantpoints.Thiscaninitselfbeadistractor.Youshouldthereforeknow

whentoandwhennottotakenotes.

5.Listenforthemainideas.Thesearethemostimportantpointsthespeakerwantstogetacrossand

arerepeatedseveraltimes.

6.Waitforthespeakertopausebeforeaskingaclarifyingquestion.Justholdback.

7.Avoiddistractions.Don’tletyourmindwanderorbedistractedbyotherpeople’sactivities.Ifthe

roomistoocoldortoohotgetthesolutiontothatsituationifpossible.

8.Sitproperly.Situpright

9.Makeeyecontactwiththespeaker.whenyoudothisyouwillbeabletounderstandthenonverbal

messagestoo.

SignsofInactiveAudience

Youcaneasilytellwhetheryouraudiencelistensornot.Theinattentivelistenerstendtopossesthe

followingcharacteristics:
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(a)Fidgeting

(b)Doodling

(c)Playingwiththeirhair

(d)Lookingataclockorwatch

(e)Pickingtheirfingernails

(f)Passingsmallpiecesofpapertooneanother

(g)Shiftingfromseattoseat

(h)Yawning

BarrierstoEffectiveListening

Therearemanythingsthatgetinthewayoflisteningandyoushouldavoidthesebadhabitssoasto

becomeamoreeffectivelistener.Thesefactorsthatinhibitactivelisteninginclude;

1.Lackofinterestinthetopicbeingdiscussed.

2.Unfamiliaritywiththetopicunderdiscussion.

3.Fear.Onemightfearbeingaskedaquestionandintheprocessfailtolookatthespeaker.

4.Noise.Incaseofnoisethelistenersmightnotgetwhatthespeakerissaying.

Exercise1

MwangiMwaniki,theauthorofoneofthesettextyoustudy,iscomingtoyourschooltogiveatalkonthe

themesinhisnovel.

(a)Howwouldyouprepareforthisbigday?

(b)Statewhatyouwoulddotoensureyoubenefitfromthetalkduringthepresentation.
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MASTERYOFCONTENT

ORALREPORTS

 Fromtheheading,anoralreportisspoken,notwritten.

 Beingoral,itdoesn’tmeanwritingisnotinvolved.Aspartofpreparation,youhavetowritenoteson

thetopicoratleastanoutlineofpoints.

 Whenaskedtopresentanoralreportyougettheopportunitytopracticeyourspeakingskills.

 Aspokenreporthasvariouselementsincludinganintroduction,bodyandconclusion.

PreparationforOralReports

Youcanprepareby:

1.Researchingonthetopic.Getallthefactsaboutwhatisknownandunknownbyyouraudience.

2.Takenotesonthefactsaboutthetopic.Chooseyourwordsappropriatelyintheprocess.

3.Practicethereportbeforepresentingit.Youmay

 Practiceinfrontofamirror.

 Practiceinfrontoffriendsorrelatives.

 Videotapeyourrehearsals.

Morepracticeisrequiredifithastobememorized.

4.Planonhowtodressandgroom.

5.Preparethevisualaidsifyouplantousethethem.Selecttheappropriatechart,picture,etc.thatwill

makeabstractideasconcrete.

Reporting

1.Standupstraight.Yourupperbodyshouldbeheldstraight,butnotstiff.Donotfidget.

2.Makeeyecontactinordertolooksurerofyourselfandtoensureyouraudiencelistensbetter.

3.Varyyourtoneappropriatelyandspeakclearly.

4.Usegesturestomakeyourpointswellunderstoodandtokeeptheaudienceinterested.

5.Pauseatkeypointstoletthepointsick.
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6.Speakloudenoughforeveryonetohearyou.

7.Ifyouhavevisualaidsusethemappropriately.

Exercise

Youhaveseenthievesrobbingyourneighbor’shouse.Duringthistimeyouhaveyourphonethatyouhave

usedtocaptureoneofthetworobbers.Thenextdayyouarecalledatthepolicestationtoreportonwhat

occurred.

(a)Stateanythreewaysyouwouldpreparetodeliverthisoralreport.

(b)Whatthreedetailswouldyouincludeinyourreport?

(c)Howwouldyoudeliverthereporttoensuretheinformationisunderstood?

READINGFORFORMFOUR

READINGSKILLS

 NOTE-MAKING

HowtoMakeNotes

Thefollowingtipswillcomeinhandywhenmakingnotes:

1.Readthematerialcarefullyandthoroughly.

2.Underlinethekeysentencesasyouread.Thiswillhelpinformingthetitle.

3.Makearoughnoteofthemainpointsinalogicalsequence.

4.Writethefinalnotes.

Youshouldhaveinmindthatanote:

1.Shouldbeshortandtothepoint.

2.Containalltheimportantandrelevantinformation.

3.Shouldhaveinformationsystematicallydividedandsubdivided.

4.Shouldhaveashorttitle.Avoidlongsentencesastitles.

5.Mustbewritteninpointsonly.

NotesTemplate

TITLE…………………….

(a)………………………………………….
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(b)…………………………………………

(c)………………………………………..

(d)………………………………………..

STUDYREADING

 Readingforstudyisadetailedreadingthatrequiresthereadingspeedtobesloweddown.
 Youmayhavetofractureasingleideaorconceptinasentenceatatime,andyoumayneedtogoback

overthetextseveraltimes.
 Somesectionsofmaterialmayrequirethatyouunderstandeverysentenceandthatyouknowhoweach

sentence,andsometimeseachequation,relatestothenext..
 Youcouldalsotrythefollowingwhenreadingforstudy:

1)Markthetextasyougo.Highlightkeyconcepts,andtrytosortoutwhichinformationwillbecritical
tothelessonandassignmentquestionsonwhichyouwillbeworking.

2)Usevisualimages.

 Whenyoutrytovisualizeasyoureadamaterialyouwillunderstandwhatyoureadmore.

 Iftherearediagramsorillustrationsinyourstudymaterials,learntousethemtocomplement
thetext.

 Whenthereisnodiagramtoillustrateaprocessoridea,makeyourown.Yourowndiagram
willstickinyourmindlongafterthedescriptivewordsareforgotten.

3)Notenewterms.Tryingmemorizingandfindingtheirmeanings.

SQ3R-Reading/StudySystem

 SQ3Risareadingcomprehensiontechniquenamedforitsfivesteps:survey,question,read,
recite/recall,andreview.

 Followthestepsbelowtolearnhowtogatherasmuchinformationaspossiblefromthetext
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requirementsfromanyclass.

1)SURVEY

 Readthetitletohelpyourmindpreparetoreceivethesubjectmatterathand.
 Readtheintroductionand/orsummary..
 Observeeachboldfaceheadingandsubheading.Thishelpssystematizeyourmindbeforeyoubegin

toreadandbuildastructureforthethoughtsanddetailstocome.
 Checkforanygraphics,forexample,charts,maps,diagrams,whicharemeanttomakeapoint.Don't

ignorethem.
 Noticereadingaidslikeitalics,boldfaceprint,chapterobjective,andend-of-chapterquestionsare

allincludedtohelpyousort,comprehend,andremember.

2)QUESTION

 Thisiswhereyouassistyourmindtoengageandconcentrate
 Turntheboldfaceheadingforeachsectionintoasmanyquestionsasyouthinkwillbeansweredinthat

section.Thebetterthequestions,thebetteryourcomprehensionislikelytobe.Youmayalwaysadd
furtherquestionsasyouproceed.Whenyourmindisactivelysearchingforanswerstoquestionsit
becomesengagedinlearning.

3)READ

Readonesectionatatimewithyourquestionsinmindandlookfortheanswers.Recognizewhenyouneed
tomakeupsomenewquestions.

4)RECITE

 Aftereachpart,stopandrecallyourquestionsandseeifyoucananswerthemfrommemory.
 Ifyouareunabletoremember,lookbackatthetextagain,butdon'tmovetothenextsectionuntilyou

canrecitetheanswersfromthepreviousone.

5)REVIEW

Onceyou'vefinishedtheentirechapterusingtheprecedingsteps,gobackoverthequestionsyoucreatefor
everyheading.Seeifyoucanstillanswerthem.Ifnot,lookbackandrefreshyourmemoryandthen
continue.
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CRITICALREADING

 Criticalreadingisaninvestigativeactivity.
 Thereaderrereadsatexttoidentifypatternsofelementssuchasinformation,values,assumptions,and

languageusagethroughoutthediscussion.
 Theaboveelementsaretiedtogetherinaninterpretation,aclaimofanunderlyingmeaningofthetextas

awhole.

WhyCriticalReading?

Wecriticallyreadsoasto:

 recognizeanauthor’spurpose           
 understandtoneandpersuasiveelements
 recognizebias
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INTERPRETIVEREADING

 InInterpretivereading,youreadaselectionofpassagesfromabook,poem,orotherpieceofliterature
thathaveasimilartheme.

 Oneoftheobjectivesistoreadwithfeelingandenergy,bringingouttheemotionwrittenintothe
passage.Youbeginwithanintroandinterspersetransitionsandendwithaconclusion.

 ReadthepoembelowfromAmericaandaboutanAmericanwoman.Afteritistheinterpretation.

    

MothertoSonbyLangstonHughes

Well,son,I'lltellyou:
Lifeformehasn'tbeennocrystalstair.
It'shadtacksinit,
Andsplinters,
Andboardstornup,
Andplaceswithnocarpetonthefloor--
Bare.

Butallthetime
I’vebeena-climbing'on,
Andreaching'landings,
Andturning'corners,
Andsometimesgoing'inthedark
Wheretherehasn'tbeennolight.

Soboy,don'tyouturnback.
Don'tyousetdownonthesteps
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'Causeyoufindit'skinderhard.
Don'tyoufallnow--
ForI'sestillgoing',honey,
I'sestillclimbin',
Andlifeformeain'tbeennocrystalstair.

Interpretation

Therearenooneescapesinlifewithoutchallengesthatbringsadnessandsuffering.Thewomanwas

obviouslypoorandnotaswelleducated. Sufferingandperseveranceappeartoknownoboundariesofrace

orclass.

 Nowtryinterpretingthemessageinthepoemthatfollow.

SEEITTHROUGHbyEdgarGuest

Whenyou'reupagainstatrouble,
    Meetitsquarely,facetoface;
Liftyourchinandsetyourshoulders,
     Plantyourfeetandtakeabrace.
Whenit'svaintotrytododgeit,
     Dothebestthatyoucando;
Youmayfail,butyoumayconquer,
     Seeitthrough!

Blackmaybethecloudsaboutyou
    Andyourfuturemayseemgrim,
Butdon'tletyournervedesertyou;
    Keepyourselfinfightingtrim.
Iftheworstisboundtohappen,
    Spiteofallthatyoucando,
Runningfromitwillnotsaveyou,
    Seeitthrough!

Evenhopemayseembutfutile,
  Whenwithtroublesyou'rebeset,
Butrememberyouarefacing
   Justwhatothermenhavemet.
Youmayfail,butfallstillfighting;
   Don'tgiveup,whate'eryoudo;
Eyesfront,headhightothefinish.
   Seeitthrough!
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RECOGNIZINGATTITUDEANDTONE

 Attitudeistheauthor’spersonalfeelingsaboutasubject.
 Tonereferstohowtheauthor,narratororspeakerfeelsorconveysinformationaboutthesubject
 Toneistheuseofstylisticdevicestorevealthatpersonalfeeling.
Whetheritisfortheanalysisofliteratureorhistoricalessays,recognitionoftoneanditsassociatedwords
isvitalforeffectiveunderstandingofthetext.
Toneisthekeytounderstandingtheauthor’sattitudeanddevelopingtheintendedmood.Allstudents
respondtothetoneofthetext,whethertheyrealizeitornot.
Tone/AttitudeWords
Theycanbecategorizedas:
 Positive
 Negative
 Neutral
 Ironic

POSITIVE



Novels,UpdatedCPA,CIFA,CICT,CPS,HighSchoolNotes0714497530(isabokemicah@gmail.com)
Page21

 amiable
 brave
 calm
 cheery
 complimentar

y
 confident

 considerate
 consoling
 diplomatic
 ecstatic
 elated
 elevated

 encouraging
 enthusiastic
 grand
 helpful
 joyful
 kind

 learned
 loving
 optimistic
 passionate
 soothing

NEGATIVE
 aggravated
 agitated
 angry
 apprehensive
 bitter
 brash
 caustic
 disgusted

 flippant
 foreboding
 furious
 gloomy
 grave
 hopeless
 indignant
 inflammatory

 insolent
 insulting
 irritated
 malicious
 melancholy
 morose
 mournful
 obnoxious

 quarrelsome
 resigned
 sad
 sardonic
 surly
 testy
 threatening
 wrathful

NEUTRAL
 authoritative
 candid
 clinical
 conventional

 didactic
 factual
 formal
 forthright

 informative
 instructive
 objective
 restrained

 sincere
 standard
 typical
 usual

IRONIC
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 caustic
 condescending
 contemptuous

 droll
 facetious
 indifferently

 insolent
 irreverent
 patronizing

 petty
 whimsical
 wry

SamplePassage

"FifteenyearsagoIcameherewithLily,"hethought."WesatsomewhereovertherebyalakeandIbeggedher
tomarrymeallthroughthehotafternoon.Howthedragonflykeptcirclingroundus:howclearlyIseethe
dragonflyandhershoewiththesquaresilverbuckleatthetoe.AllthetimeIspokeIsawhershoeandwhenit
movedimpatientlyIknewwithoutlookingupwhatshewasgoingtosay:thewholeofherseemedtobeinher
shoe.Andmylove,mydesire,wereinthedragonfly;forsomereasonIthoughtthatifitsettledthere,onthat
leaf,shewouldsay'Yes'atonce.Butthedragonflywentroundandround:itneversettledanywhere—of
coursenot,happilynot,orIshouldn'tbewalkingherewithEleanorandthechildren."

Thespeaker'sattitudemaybedescribedasnostalgic.Thespeakerlooksatthepast,rememberingan
afternoonwhenhe"begged”awomantoaccepthismarriageproposal.Hehasnostalgic–feelingpleasure
andlongingforsomethinginthepast.

DISTINGUISHINGFACTSFROMOPINIONS

  Factsarestatementsthatcanbecheckedorproved.
  Opinionsarestatementsthatcannotbeproved.Theytellwhatsomeonethinksorfeels.
  Opinionsoftencontaincluewordssuchasthink,feel,believe,andseem.Othercommoncluewords

arealways,never,all,none,most,least,greatest,best,andworst.
 Afactissomethingthatistrue.
 Anopiniontellshowapersonfeelsaboutsomething.
 Factscanbeproven.Opinionscannot.  

Arethefollowingstatementsopinionsorfacts?

1.Giraffeisthetallestanimal.

2.UhuruKenyattaisthebestpresidentever.

3.Weusepenstowrite.
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INTENSIVEREADING

ORALLITERATURE

ORALPOETRY

 Oralpoetryreferstotheverbalexpressionoffeelings,ideasandthoughtsusingwords
arrangedintheirbestpossibleorder.

 Ifsung,itisasong.

FeaturesofOralPoetry

Oralpoetryhasthefollowingfeatures:

1)Itiscomposedanddeliveredbywordofmouth.

2)Linguisticaspectssuchastoneandpitcharecrucialinoralpoetryinvaryingthemeaningandthe

mood.

3)Thereisoftensoloandchoruspatternespeciallyinsungpoetry.

4)Accompaniedwithmovementanddance.

5)Theperformerdressesincostumesinsomesungpoetry.

6)Musicalinstrumentssuchasdrums,horncanaccompanytheperformanceofpoetry.

7)Rhythmorbeat.Itisaregularrepeatedpatternofsounds.Itcanbeslow,fast,moderate,

monotonous,ordisjointed.

8)Volume.Thisreferstowhetherthesong/poetryshouldbeloudorsoft.Alullabyshouldbesungsoftly

whilewarsongshouldbesungloudlyasitengenderscourageandaggression.

ClassificationofOralPoetry

Forpurposesofstudy,oralpoetrycanbeclassifiedbasedoncriteriathatfollow:

1.Theperformerofthepoetry,forexample,children’ssongs

2.Thetheme,examples

 Lovepoetry

 Playsongs

 Warsongs
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 Initiationsongs

3.Contextofperformance,examples

 Dirges

 Weddingsongs

 Warpoetry

4.Function,examples,

 Praisesongs/poetry

 Teasingsongs

 lullabies

(a)LULLABIES

 theyaresungbyananny,sibling,aunty,etc.inorderto:

1.Sendthebabytosleep.

2.Calmthecryingbaby.

3.Givepromisetothecryingbaby.Thepromisecanbethatoneoftheparentsiscomingback.

 Theyarenormallysungsoftlysoastolullthebaby.

 Ifyouhavetoclap,orhum,orwhistletotherhythm,doitsoftlyandslowly.

 Inthecasewhereachildcries,rockthebabyasyousing.

 Youcanalsogentlytapthebackofthebaby.

 Theyarenormallyshort.

 Theyarealsorepetitive.

 Readthesongbelowandthenattemptthequestionsthatfollow.

Sleepbabysleep

Sleepbabysleep

Yourfathertendsthesheep

Yourmothershakesthedreamlandtree.

i. Identifytwofeaturesoflullabiesintheabovesong.

ii. Givethemainreasonforsingingtheabovesong.
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iii. Howwouldyoudothefollowingasyousingthesong:

a)Claptotherhythmofthesong.

b)Rockthebabyasyousing.

(b)childrensongs

 Theyaresungbychildrenduringtheirplaytime.

 Alsoreferredtoasplaysongs.

FeaturesofChildrenSongs

1.Repetitionisused.Aword,sentence,andevenawholestanzacanberepeated.

2.Theyareoftenshort.

FunctionsofChildren’sSongs

1.Theyhelpindevelopingchildren’slanguageskillsastheylistentofamiliarwordsinthesongs.

2.Helpdevelopchildren’slistenskills,thusconcentrate.

3.Encouragecreativityinchildren.Attimesyoufindchildrenaddingwordsthatwerenotinitially

mentionedintheoriginalversionsofthesongs.

4.Someteachingcountingofnumbers.

 Nowreadthesongbelow.Youcanpracticesingingit.

Inandoutthebambooforest

Inandoutthebambooforest

Inandoutthebambooforest

Youaremypartner.

Beatabeatonmyshoulder

Beatabeatonmyshoulder

Beatabeatonmyshoulder

Youaremypartner.
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(c)TeasingSongs

 Sungtomakefunofsomeone.

(d)ReligiousPoetry

 Sungandperformedduringreligiousoccasions.

 Sungmostlyatplacesconsideredholygrounds.

 Sungsoftlyandslowly.

(e)LovePoetry/Songs

 Theyarebasedonromance.

 Sungbyonetothelovedone.

 Theyaresungsoftlyandslowlyastheyshouldpresentromanticelements.

 Theyaresungto:

1.Expressromance.

2.Mendthedamagedrelationshipbetweenlovers.

(f)CradleSongs/Poetry

 Performedtomarkthebirthofachild.

 Inmostcases,achildiswishedasuccessfullifeinfuture.

 Mostlyperformedbywomenandgirls.

 Duringthistime,achildorchild’smotherispresentedwithgifts.

(g)WarPoetry

 Performedbywarriorsduringwar.

 Sungloudlytoshowbravery.

 Duringthesinging,weaponsareheldinthehandsoftheperformers.
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(h)HuntingSongs

 Huntersperformhuntingsongs.

 Sungonthewaytoandfromhuntingtrip.

 Huntingtoolscarriedintheprocess.

 Justlikewarsongs,theyaresungloudly.

 Theyareonthewaytohunttoencouragethemselvesonthepossibilityofkillingfatterandenough

animals.

 Alsotopasstimeontheirway.

(i)SatiricalPoetry

 One’sfollyiscriticizedinthissong.

 Theyaremeanttohelpthewickedinsomeareastochange.

(j)Epics/HeroicPoetry

 Theyareelaborateandtalkaboutthelivesofheroesknowntothecommunity.

 Theheroicdeedsoftheheroesarementioned.

(k)Dirges

 Alsoreferredtoasfuneralsongsorfuneralpoems.

 Theyaresungafterlearningaboutthedeathofsomeone.

 Canalsobesungduringthefuneralceremony.

 Shouldalsobesungsoftlytoshowthesadnessthatresultfromlosingsomeone’sbelovedone.

 Insomecases,weaponsareheldduringtheperformance.

 Thereistheuseofapostrophe.Thisisstyleofaddressinganobjectoradeathasifitisaliveand

canrespond.

 Whilewomensing,menchant.

(l)Panegyrics

 Initsspecializedformpanegyricisatypeoforalpoetryandonemeanttopraisesomeone.

 Thepraisesongcanbesungbysomeoneelseorsungbyoneforselfpraises.Sometimes

theseareself-praises

 Formalizedpraisesaredirectedpubliclytokings,chiefs,andleaders,composedandrecited
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bymembersofaking’sofficialentourage.

 Onecanbepraisedincaseof:

i. personalachievementinwar;or

ii. Achievementinhunting.

WhatelseispraisedinaPanegyric?

1.IneasternandsouthernAfricacattleformapopularsubjectinpraisepoetry,andinanimate

thingslikediviningimplementsorevenatrainorbicyclearealsopraised.

2. InWestAfrica,apparentlyunlikeotherareas,formalpraisesareaddressedtosupernatural

beings.

 Lookatthepanegyricbelow.

Ogunkillsontherightanddestroysontheright.

Ogunkillsontheleftanddestroysontheleft.

Ogunkillssuddenlyinthehouseandsuddenlyinthefield.

Ogunkillsthechildwiththeironwithwhichitplays.

Ogunkillsinsilence.

Ogunkillsthethiefandtheownerofthestolengoods.

Ogun-killstheowneroftheslave—andtheslaverunsaway.

Ogunkillstheownerofthirty’iwofa’[pawns]—andhismoney,wealthandchildrendisappear.

Ogunkillstheownerofthehouseandpaintsthehearthwithhisblood.

Ogunisthedeathwhopursuesachilduntilitrunsintothebush.

Ogunistheneedlethatpricksatbothends.

Ogunhaswaterbuthewashesinblood.

Ogundonotfightme.Ibelongonlytoyou.

ThewifeofOgunislikeatimtim[decoratedleathercushion].

Shedoesnotliketwopeopletorestonher.

Ogunhasmanygowns.Hegivesthemalltothebeggars.

Hegivesonetothewoodcock—thewoodcockdyesitindigo.

Hegivesonetothecoucal—thecoucaldyesitincamwood.
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Hegivesonetothecattleegret—thecattleegretleavesitwhite.

Ogunisnotlikepoundedyam:

Doyouthinkyoucankneadhiminyourhand

Andeatofhimuntilyouaresatisfied?

Ogunisnotlikemaizegruel:

Doyouthinkyoucankneadhiminyourhand

Andeatofhimuntilyouaresatisfied?

Ogunisnotlikesomethingyoucanthrowinyourcap:

Doyouthinkyoucanputonyourcapandwalkawaywithhim?

Ogunscattershisenemies.

Whenthebutterfliesarriveattheplacewherethecheetahexcretes,

Theyscatterinalldirections.

ThelightshiningonOgun’sfaceisnoteasytobehold.

Ogun,letmenotseetheredofyoureye.

Ogunsacrificesanelephanttohishead.

Masterofiron,headofwarriors,

Ogun,greatchiefofrobbers.

Ogunwearsabloodycap.

Ogunhasfourhundredwivesandonethousandfourhundredchildren.

Ogun,thefirethatsweepstheforest.

Ogun’slaughterisnojoke.

Oguneatstwohundredearthwormsanddoesnotvomit.

Ogunisacrazyorisha[deity]whostillasksquestionsafter780years.

WhetherIcanreply,orwhetherIcannotreply,

Ogunpleasedon’taskmeanything.

Thelionneverallowsanybodytoplaywithhiscub.

Ogunwillneverallowhischildtobepunished.

Ogundonotrejectme!

Doesthewomanwhospinseverrejectaspindle?

Doesthewomanwhodyeseverrejectacloth?
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Doestheeyethatseeseverrejectasight?

Ogun,donotrejectme![Ogunneedshisworshippers].(GbadamosiandBeier1959:21–2)

,likethepersonalrecitationsoftheHimanobleclassofAnkoleinwhichamancelebrateshis

militaryachievements,buildinghispoemonasequenceofpraisenames:

IWhoAmPraisedthusheldoutinbattleamongforeignersalongwithTheOverthrower;

IWhoRavishSpearInEachHandstoodresplendentinmycottoncloth;

IWhoAmQuickwasdrawnfromafarbylustforthefight…(Morris1964:42)

5Praisesofkingsarethemostformalandpublicofall,rangingfromtherelativelysimpleGanda

praiseofthepowerfulnineteenth-centurykingMutesacitedbytheChadwicks:

Thyfeetarehammers,

Sonoftheforest[acomparisonwithalion]

Greatisthefearofthee;

Greatisthywrath;

Greatisthypeace;

Greatisthypower

Looknotwithtoofriendlyeyesupontheworld,

Passyourhandoveryourfaceinmeditation,

Notfromtheheatofthesun.

Thebullelephantiswiseandliveslong.

StylisticDevicesinOralPoetry/Songs

 Here,weshalldiscusstwoareasofperformance:

1.Thecontextofperformance.Keyhereare:

 Wherethesongisperformed.

 Theoccasionwhenthesongisperformed.

 Targetaudience.

 Theperformerofthepoetry.

2.Whattheperformerisdoingashe/sheperformsthesong.
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 Thesinger/performercandothefollowingashe/sheperformsthesong/oralpoetry:

1.Usefacialexpressionstodepicttheemotioninthepoemorsong.

2.Varythetonetoshowtheenotioninthepoem.Alsotoshowthespeedofevents.

3.Usegesturestoreinforcethewhatisbeingsaid.

4.Accompanyinginstrumentsandcostume.

StylisticDevicesinOralPoetry

Anoralpoetrycanhavetextualpoetictechniqueslike:

1.Satire

2.Irony

3.Sarcasm

4.Figuresofspeechsuchasimagery,symbolism,etc.

5.Humour

6.Suspense

7.Allusion

8.Mnemonicfeaturessuchasrhyme,assonance,alliteration,consonance,etc,

PROVERBS

 Aproverbisabriefstatementfullofhiddenmeaningandwhichexpresseswisdomandtruth.

 Thetermadage,orwisesaying,issometimesusedtomeanthesamethingasaproverb.

 Itisoneoftheshortformsoforalliterature.Othershortformsaretonguetwisters,riddles,andpuns.

ClassificationofProverbs

 Therearethreeapproachestoclassifyingproverbs.

 Proverbsareclassifiedaccordingto:

(a)Thetheme

(b)Alphabeticalletters
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(c)Functionserved.

(d)Stylesused

(a)AccordingtotheTheme

Thematically,proverbscanbeclassifiedas:

i. Proverbsonfate

ii. Proverbsonauthority

iii. Proverbsongreed

iv. Proverbsonlove

v. Proverbsonmarriage

vi. Proverbsonco-operation

vii. Proverbsonarrogance

viii. Proverbsoncommunallife,etc.

(b)AccordingtotheAlphabeticalLetters

Alphabetically,proverbscanbecategorizedas:

i. “A”proverbsifthefirstwordsbeginwithletter“A”.

ii. “B”proverbs

iii. “K”proverbs,etc.

(c)AccordingtotheFunctionservedbytheProverb

Functionally,proverbscanbeclassifiedas:

i. Cautionaryproverbs,whichwarnagainstwhatisundesirable.

ii. Normativeproverbs,whichreinforcewhatthecommunityconsidersacceptableanddesirable.

iii. Summativeproverbs.Theysummarizeissuesandevennarratives.

(d)AccordingtoStylesUsed

Stylistically,classifyproverbsas:
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i. Alliterativeproverbs

ii. Onomatopoeicproverbs

iii. Repetitiveproverbs

iv. Epigrammaticproverbsiftheyarelonger,andconsistoftwoparts.

ProverbClassified

Wajuatamuyauasumuumenipiani? 

Youknowthatsweetnesskills,whyhaveyougivenmepoison?

ClassifyingtheProverb

Alphabetically Stylistically Thematically Functionally

“W”Proverb Interrogative love Normative

FeaturesofProverbs

 Proverbshavefeaturessuchas:

3.Theyarebrief.

4.Theycontainwisdom.

 Proverbsalsohavestylisticqualities.

StylisticQualitiesofProverbs

Proverbspossessuniquestyliticqualitieslike:

(g)Mnemonicfeaturessuchasalliteration,assonanceandconsonance.

(h)Parallelism.

(i)Ellipsis.

(j)Hyperbole.

(k)Paradox
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(l)Personification.

Let’slearnthesefromtheexampleofproverbs:

(i)Alliteration,example

Forgiveandforget

(j)Consonance,example,

Practicemakesperfect.

(k)Assonance,forexample,

Upendapo,uendapo. 
Whereyoulikeit,iswhereyoumustgo.

(l)Parallelism.

Thisisabalancebetweentwosimilarwords,phrases,orclauses.

Examples

iii. Nothingventured,nothinggained.

iv. Easycome,easygo.

(m)Ellipsis

Somewordsareomitted.

Unneededwordsareleftoutinorderforustofillwhatismissing.

Examples

iii. Oncebitten,twiceshy.

iv. Pennywise,poundfoolish.

(n)Hyperbole

Anideaisexaggeratedinordertoevokestrongfeelings,ortocreateastrongimpression.

Example

Thehalfismorethanthewhole.
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(o)Paradox

Itisanapparentlytruestatementthatleadsto,orintentionallyexpressesacontradictionorsituation,

whichdefiesintuition.

Examples

iii. Thelongestwayistheshortestwayhome.

iv. Absencemaketheheartgrowfonder.

(p)Personification,examples,

iii. Hungeristhebestcook.

iv. Loveisblind.

FunctionsofProverbs

Proverbsplaythefollowingroles:

1.Normativefunctions.Proverbs:

i. Congratulate

ii. Givesuggestions

iii. Warn

iv. Advise

v. Request,etc

2.Aestheticfunctions.Whenweuseproverbsinspeech,wemakeitmoreappealing.

3.Conveywisdom.

4.Summarizeexperiences.

Activities

ThefollowingareSwahiliproverbs.Classifythemaccordingtothecriterialearntearlier.

Aduimpende,kumchukianikumchukianduguyako. 
Love[your]enemy,yourhatingislikehavingyourownbrother.
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Aduimpendeleo,yawezekanamkawarafikikesho. 
Loveanenemytoday;itispossiblethatyoumightbecomefriends
tomorrow.

Aliyekunyoashungikakupunguziakuchana. 
Theonewhocutyourcurlstookawayyourneedofcombing.

Nampendamtupindianipendapo. 
Ilovesomeonewhenthatpersonlovesme.

Asioaduisimtu. 
Apersonwhohasnoenemiesisnotahumanbeing.

Asiyekuridhimridhi. 
Pleasetheonewhodoesnotpleaseyou.

Aliyekuridhinaweumridhi.
Theonewhoagreeswithyou,agreewiththatperson.

Chakokikiozahakikunukii. 
Evenifyoursoreisputrefied,youdon'tsmellthebadodor.
Youdon'tseeyourownbadbehaviororthatofyourfamilyandifyousee
ityoudon'thateisasotherpeopledo.

Mkonowenyeuchafuhusafishwa,haukatwi. 
Adirtyhandiscleaned,notcut.

Chozilaakupendayehutokakwenyechongo. 
Thetearsofonewholovesyouwillcomeevenfromabadeye.

Chukihumchomaanayeihifadhi. 
Hateburnsitspreserver.
Donotnursehatred,itwillhurtyou.

Dawayamenonimeno. 
Theremedyforteethisteeth.
Titfortat;atoothforatooth

Sumuyanenonineno.
Thepoisonofawordis

Dawayamotonimoto. 
Thecureagainstfireisfire.
Fightfirewithfire. 

Fitinaikidhihiriubayahukithiri. 
Whenthequarrelgetsintheopen,evilwillgrow.

Hasikiilamwadhiniwalalamtiamajimsikitini. 
SoandSodoesnotlistentothemuezzinnortotheonewhoputswater
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[fortheritualablutions]inthemosque.
Herimoyomkubwakulikoakilikubwa.
Abigheartisbetterthanabigbrain.

Heshimanimoyo. 
Respectisoftheheart.

Humpendajemtukwakwambiwapenda? 
Howisonetoloveapersonbybeingtold[to]lovesomeone.

Huwezikurudishamahabanamaisha. 

Youcannotbringbackloveorlife.
Understood:Oncetheyhavegone.

Inyeshapomvua,aliyendanihajali. 
Whenitrains,theoneinsidedoesnotworry.

Ikiwaunawapendawatotowawengine,utawapendawakozaidi.
Ifyouloveotherpeople'schildren,youwillloveyourownevenmore.

Kipendachomoyonidawa. 
Whattheheartdesiresislikemedicinetoit.

Mkonowakoukichafuka,huukati. 
Ifyourhandgetssoiled,youdonotcutitoff.

Wemahauwezikuepukamenoyakusudi. 
Goodnesscannotescapetheteethofenvy.

Yakalehayapo. 
Theancientthingsarewithusnolonger.
Letbygonesbebygones. 

Yamahabandiomaradhiupeo. 
Theintoxicationofloveistheworstdisease.
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RIDDLES

 Ariddleisashortsayingintendedtomakeonetousehiswitsindiscoveringthehiddenmeaning.

 Familiarobjectsorsituationsarereferredtoinafigurativetermsforustofigureoutwhatismeant.

ClassificationofRiddles

Riddlesareclassifiedaccordingtothecriteriabelow:

1.Simplicityorcomplexityoftheriddle

2.Objectsmentionedintheriddle

3.Styleandstructureoftheriddle

(a)SimplicityorComplexity

 Asimpleriddleisbriefandstraightforward.

 Ariddleiscomplexwhenitislongandispresentedinaseriesofpuzzles.

(b)AccordingtoObjectsMentioned

 Ariddlecanbeclassifiedaccordingtotheobjectreferredtointhatriddle.

 Ariddlecanthereforebeclassifiedas:

 Riddleonpeople

 Riddleonwasteproduct,e.g.humanwaste

 Riddlesonculturalobjects

 Naturalphenomena,likerocks

 Domesticanimals
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 Plants

 Birds

 Partsofthebody

 Andothers

(c)StyleandStructure

 Astyleisalsocrucialinclassifyingriddles.

 Accordingtothestyleandstructure,riddlescanbeclassifiedas:

(a)Declarativeriddlesarepresentedasdirectdescriptions.

(b)Epigrammaticriddles,whicharepresentedasseriesofpuzzles.

(c)Idiophonicriddlesuseidiophones.

(d)Interrogativeriddlesareposedasquestions.



CharacteristicsofRiddles

1.Theyareshortandbrief.

2.Usepersonification.

3.Useofmetaphor.

4.Useofidiophones.

5.Useofonomatopoeicwords.

6.Userepetition

RiddlingProcess

 Therearetwopartiesinvolved:theaudience(respondents)andthechallenger(ortheriddler).

 Therearebasicallyfourstagesofariddlingprocess,butattimessix.

 Thepartsoftheriddlingprocessare:

(1)Theriddlerchallengestheaudience.Thechallengediffersfromcommunitytocommunity.Somephrases

usedhereinclude:riddleriddle!,Ihaveariddle!Etc.
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(2)Therespondentsacceptthechallenge.Theinvitationsinclude:riddlecome!Throwit!Etc.

(3)Theriddlerthenposestheriddle.

(4)Theguessorguesses.Theaudiencetriestocomeupwiththesolution.Iftheyareunable,thenthenext

partfollows.

(5)Thechallengerasksforaprize.Theprizecanbeatownorcity,oranyotherthing.Thechallengeraccepts

theprize.

(6)Thenthesolutionisgivenbythechallenger.

FunctionsofRiddles

1.Theyentertain.Entertainmentarisesfromtheobjectstheyreferto.

2.Theyeducate.Languageistaught.Theenvironmentisalsounderstoodbetter.

3.Theyteachvalues.

4.Helpdeveloptheabilitytothinkfaster.

5.Logicalreasoningofparticipantsareimproved.

SampleMaasaiRiddles

Riddle Answer

Kidung'ang'atabkiraaarenimiking'amaro?
Thetwoofuscrossthewildernesswithouttalkingtoeach
other.

Iyieoloiplino
Youandyour
shadow.

Edung'ng'utunyiolosinkoerumishoenebanji?
Yourmotherwalksacrossthevillagewithsomethingissuing
out(ofherbody)?

Enkejuenkerai
Thelegofababy
(you'lloftenseea
baby'slegprotruding
fromtheclothsling
orswaddlewith
whichmotherstie
theiryoungchildren
totheirback)

Anaaipinabaaonabaanimintieuatakedoenkasheekikoris
enkoriong?
Whyareyousobraveyetyoucannotsitonthebackofthe
heiferfromKilgoris?

Eremet
Becauseitisaspear.
(theremayhavebeen
someblacksmiths
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wholivedatKilgoris
intheolddays,sothe
spearmayhavebeen
madeandbrought
fromthere).

Mugieainatenilasho?
Mybrownonewithspeedycalves?

Enkawuoombaa
Thebowandarrows

Ting'iriamaaishaki?
WillyouobservewhileIputitallinsideyou?

Olalemopiki
enchashur
Theswordthatis
beingputintothe
sheath
(anobvioussexual
pun)

Anaaipinabaaonabaanimitonieenetonieentitonayok?
Whyareyousobraveyetyoucannotsitattheplacewherethe
littleblackgirlsits?

Emoti
Becauseitisthefire
(thelittleblackgirlis
thepotwhichhas
turnedblackwith
soot)

Anaakeidurrakineininanyokie?
Theymovedhomesandtheredonewasborn?

Enkima
Thefire
(theMaasaioften
burnuptheold
villagewhenthey
move)

Tamanaiteidiaalooldoinyiomatamanutenanimikitumoaikata
GoroundonesideofthemountainwhileIgoroundtheother
side,butweshallnevermeet.

Nkiyiaa
Theears
(earsdonotmove)

Ornememanyi,orepeeemanyineishiri?
Thereisabareplacewherenooneeversettles,andifonedid
so,therewouldbecrying.Whatisit?

Enkong'u
Theeye

Olkiteng'laiotiierishataoolmang'ati?
Ihaveanoxthatlivesinthemidstofenemies?

Olng'ejep
Thetongue
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Anaaitennabaaonabaaniminepukapirontoetagore?
Whyareyousuchafastrunneryetyoucannotcatchupwiththe
Kavirondo(Luo)whenheisannoyed?

Olojong'ani
Becauseheisthefly

Anaaaidorropenkanasheinonemeetaolng'anayioioing'ataa?
Whyisyoursistersoveryshortyetthereisnofruitthatis
beyondherreach?

Entaritiki
Abird
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PUNS/WORDPLAY

Apunisaformofwordplaythatsuggestsseveralmeanings,byeitherexploitingthemultiplemeaningsofa

word,orsubstitutingawordforanothersimilarsoundingword,theresultofwhichishumorous.

Apunisalsoknownasparonomasia.

Therearetwomaintypesofpuns:

(a)Homophonicpuns

Thisiswhereawordissubstitutedforanothersimilarsoundingwordorwordpronouncedalmostinthesame

way.Forexample,

Fishermenarereelmen.

Explanation:Thereisatwistontheword‘reel’whichisoriginallysupposedtobespelt‘real’.

Canyounowexplainthepuninthefollowinghomophonicpuns?

1.Whatdoseamonsterseatforlunch?Fishandships.

2.Iamonaseafooddiet.EverytimeIseefood,Ieatit.

3.DidyouabouttheItalianchefwithterminalillness?Hepastaway.

4.Beautyisintheeyeofthebeerholder.

5.Whatteadohockeyplayersdrink?Penalttea

6.Whatdoghostsservefordessert?Iscream.

7.Whatdidthetreesyatotheautumn?Leafmealone.

8.Whatdidtheboycatsaytothegirlcatonvalentine’sday?You’repurr-fectforme.

9.WhatdaydoesanEasteregghatethemost?Fry-days.

10.Whydidthescientistinstallaknockeronhisdoor?HewantedtowintheNo-bellprize!

(b)Homographicpuns

Homographicpunisformedbyusingawordthathasmultiplemeanings.Youmightnottellwhatexactlywhat

thespeakermeans.

Forexample;

Roseistheflowerofmylife.

Explanation:Theword‘Rose’isafemalename.itcouldbethepersonthespeakerloves.
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Itisalsoatypeofflower.

Theotherexamplesare;

1.Mymathteachercalledmeaverage.Howmean!

2.Whatdoprisonersusetocalleachother?Cellphones.

3.Nomatterhowmuchyoupushtheenvelope,it’llremainstationery.

4.Haveyouevertriedtoeataclock?It’sverytimeconsuming.

5.Awaistisaterriblethingtomind.

6.Iamreadingabookaboutanti-gravity.It’simpossibletoputdown.

7.Whatpartoffootballgroundisneverthesame?Thechangingroom.

8.IwanttotellyouachemistryjokebutIknowIwillnotgetareaction.

9.Whydidthebeegetmarried?Becausehefoundhishoney.

10.Didyouhearabouttheguywhogothitintheheadwithacanofsoda?Hewasluckyitwasasoftdrink.

FeaturesofPuns

Punsarecharacterizedby;

1.Theyareshort.

2.Theyarehumorous.

FunctionsofPuns

Theyservefunctionssuchas:

(a)Teachingpronunciation.Forexample,homophones.

(b)Enhancingcreativity.Onehastothinkinordertoformtheirpuns.

(c)Entertaining.Whensaidonewonderswhatthespeakerintends,theaudiencewilllaugh.

Exercise

Explainthepunin:

(a)IusedtobeabankerbutIlostinterest.

(b)Abicyclecan’tstandonitsownbecauseitistwo-tired.

(c)Idon’ttrustthesestairsbecausetheyarealwaysuptosomething.

(d)Santa’shelpersareknownassubordinateclauses.

(e)Themanwhodrankbatteryacidgotcharged.
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TONGUETWISTERS

 Aphraseorasentencewhichishardtospeakfastbecauseofalliterationorasequenceofnearlysimilar

soundsisthetonguetwister.

 Itisworthnotingthatthereisusuallytheuseofmnemonicfeature(sounddevicesorsoundpatterns)in

thetonguetwisters.

 Letusreadthefollowingtonguetwistersfast.

 Shesellsseashellsontheseashore.

 Anynoiseannoysanoysterbutnoisynoiseannoysanoystermore.

 Kindlykittensknittingmittenskeepkazooingintheking’skitchen.

SoundPatternsinTongueTwisters

1.Readthetonguetwisterbelowfast.

ShesawafishontheseashoreandIamsurethefishshesawontheseashorewasasaw-fish.

Inthewords:she,shoreandsure,thereistherepetitionoftheconsonantsound/ʃ/atthebeginningofthe

words.Thisisalliteration.

Alliterationistherepetitionoftheinitialconsonantsoundinthenearbywords.

Canyouidentifyanyotherinstanceofalliterationintheabovetonguetwister?

2.Readthisothertonguetwisterandtakenoteofthehighlightedletters.

Askunksatonastumpandthankthestumpstunk,butthestumpthanktheskunkstunk.

Thesoundpatternhereisconsonance.

Consonanceistherepetitionoftheinnerconsonantsoundinthenearbywords.Aninnersoundisthat

whichcomesafterthefirst.

Thereisanotherinstanceofconsonance.Canyouillustrateit?

3.Repetition
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 Inmosttonguetwisters,thereisrepetitionofwordsorphrases.In(1)above,thewords‘saw’,‘fish’,etc.

havebeenrepeated.

 Nowpickoutthewordsandphrasesrepeatedinthesetonguetwisters.

(a)IfyoutellTomtotellatonguetwister,histonguewillbetwistedastonguetwistertwiststongues.

(b)ThesixthsickSheik’ssixthsheep’ssick.

4.Assonance

Let’slookat:

Howmuchwoodcouldawoodchopperchop,ifawoodchoppercouldchopwood?

Thereisrepetitionofthe/u:/inthewords;wood,could.Thisisassonance.

Assonanceistherepetitionofvowelsoundsinthenearbywords.

FeaturesofTongueTwisters

Atonguetwisterwillhavethefollowingfeatures:

(1)itisshortandbrief.

(2)Itisalliterative.

FunctionsofTongueTwisters

1.Theyentertain.Whenoneconfusesthepronunciationofsounds,theaudiencewilllaugh.

2.Theyteachpronunciation.Wecan,forexample,learnthepronunciationofthesounds/f/and/v/,/s/and

/ʃ/etc.

3.Enhancecreativity.

Exercise1

Withillustrations,identifythesoundpatternsin:

(a)It’snotthecoughthatcarriesyouoff,it’sthecoffintheycarryyouoffin!

(b)Iftwowitcheswerewatchingtwowatches,whichwitchwouldwatchwhichwatch?

(c)Ifablackbugbleedsblackblood,whatcolourofblooddoesabluebugbleed?

(d)IwishtowashmyIrishwatch.

Exercise2

Readtheitembelowandthenanswerquestionsafterit:

Wesurelyshallseethesunshinesoon.

(a)Identifythegenre.
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(b)Whichtwosoundshastheitembeenusedtoteach?

GRAMMARFORFORMFOUR

PARTSOFSPEECH

NOUNS

FUNCTIONSOFNOUNSINSENTENCES

Thenounfunctionsinasentenceare:

(1)Itcanbethesubjectofaverb.Examples,

 Myniecechairsthemeetings.

“Myniece”isthesubjectoftheverb“chairs”.

 Thedeerateallmyflowers.

 Thestudentsaredoingassignment.

 Janeiswashingmyclothes.

(2)Itcanbethedirectobjectofaverb.Examples,

 Iwillbuybread.

“Bread”isthedirectobjectoftheverb”buy”.
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 Ilikeyou.

 Thedogbitthepostman.

(3)ItcanbeanIndirectobjectofaverb,forexample,

 HecalledmeHelen.

“me”istheindirectobject.

 TimothyboughtKamjeshfish.

PRONOUNS

(a)INTERROGATIVEPRONOUNS

 Weuseinterrogativepronounstoaskquestions.

 Aninterrogativepronounrepresentsthatthingwedon’tknowandthatiswhyweaskquestionaboutit.

 Therearefourmaininterrogativepronouns:

 Who

 Whom

 What

 Which

 Itworthnotingthatthepossessive“whose”canalsobeusedasaninterrogativepronoun–commonly

knownasaninterrogativepossessivepronoun.
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 “who”,“whom”,and“whose”areusedtorepresentahumanbeing.

 “What”representsathing,butsometimes,aperson.



InterrogativePronounsandCase

 Aninterrogativepronouncaneitherbeinthesubjectivecaseorintheobjectivecase.

 Whenthepronounisinthesubjectivecaseweusetheforms,

i. Who

ii. What

iii. Which

Whocamelast?

Domniccamelast.

Whichpleasesyou?

Horrormoviepleasesme?

Thenounsrepresentedbysuchpronounsarethesubjectsintheresponse.

 “What”and“which”canalsobeintheobjectivecase.Consider:

i. Whathaveyouseen?

Ihaveseenanewtowel.

“Anewtowel”istheobjectoftheverb“seen”.“What”thatisrepresentingitinthefirstsentenceis

alsotheobject.

ii. Whichdidyouseefirst?

Isawtheblackcarfirst.

 “Whom”isthecorrectformwhenthepronounistheobjectoftheverb.Forexample,

i. Whomdidyoumeet?

ImetAbraham.

“Whom”represents“Abraham”,whichistheobjectoftheverb“meet”

ii. Whomdoyoulike?

(b)RELATIVEPRONOUNS
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 Arelativepronounintroducesarelativeclause.

 Arelativepronounrelatestotheworditmodifies.Forexample,

Themanwhodiedlastnightismyneighbour.

Inthisexample,therelativepronoun“who”relatestothenoun“man”whichitmodifies.

Italsointroducestherelativeclause“whodiedlastnight”

 Therearefivemainrelativepronouns.Theyare:

 Who

 Whom

 Whose

 Which

 That

 Who(subject)andwhom(object)areusedforpeople.

 Whoseisforpossession.

 Whichisforthings.Thatisalsoforthings.

ExamplesinSentences

i. Thecar,whichtheterroristsused,exploded.

ii. ThedriverwhomIcalledyesterdaywillbeheresoon.

iii. Patientswhoserelativesarewealthypayextra.

iv. Thecarthatleftshedrivesisnew.

v. Thedoctorwhosephoneisswitchedoffhasleft.

vi. Theteacher,whoistall,ismyclassteacher.

vii. Mycousin,whosecarhasbeenwashed,isanengineer.

 Whosecanbeusedwiththings.Ofwhichcanbeasubstitute.Forexample,

Thesecurityofficerislookingforthephonewhoseowneriscomplaining.

Thesecurityofficerislookingforthephoneofwhichtheowneriscomplaining.

Exercise

Fillinthecorrectrelativepronoun.
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1.Iamtalkingtotheboy_____________bikeismissing.

2.Thelady,______________Jonathanmarried,isseekingmyguidance.

3.Mr.Joel,______________isthenewschoolprincipal,hasboughtasecondhandcar.

4. Thetruck__________carriedthegarbagewaswhite.

5.Thisisthegirl____________comesfromMoyale.

6.Theteacher,_____________everystudentlikes,isreallykind.

7.WeoftenvisitouruncleinGarbatula______________isinIsiolo.

8.Thecar,______________driverisayoungman,isfromKitui.

9.Whatdidyoudowiththemoney____________yourmothergaveyou?

10.Thechildren,________________shoutedinthestreet,arenotfromMwingi.

11.Lookatthedonkeys_________________aregrazinginthefield.

12.Thankyouforsendingmetheletter________________wasveryinteresting.

13.Iamthegirl_________Georgedatedforyears.

14.ThatisPeter,thepriest__________hasjustbeenordainedbishop.

15.Iputmypencilsinmybag,___________isonthechair.
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VERBS

(a)PARTICIPLEPHRASES

 Aparticiplewithoneormoreobjectsormodifiersformsaparticiplephrase.Thesentencebelow

illustratesthis.

Thecateatingmeatandfishbelongstome.

Inthesentence,underlinedphraseistheparticiplephrase.

Theparticipleinthisphraseis“eating”

Meatandfisharetheobjects.

 Aparticiplephrasemodifiesnouns.Intheexamplesbelow,theparticiplephrasesareunderlinedwhilethe

wordsmodifiedareinboldface.

i. Washedwithsoapandwater,theskirtlookedbright.

ii. Thehouse,paintedyellowandwhite,appearednew.

 Participlephrasesfunctionasadjectivesinasentence.

 Aparticiplephraseisusedtocombinesentencestwoormoresentences,ortoshortenthem.Forexample,

 Theteachersatinhisoffice.HesentthesecretarytocallJonathan.

Sittinginhisoffice,theprincipalsentthesecretarytocallJonathan.

 Iforgotmypenathome.IborrowedapenfromElianto.
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Havingforgottenmypenathome,IborrowedonefromElianto.

 Theauthorisbeinginterviewed.TheauthorisaCaribbean.

TheauthorbeinginterviewedisaCaribbean.

 Haveyoureadthisnovel?ItwaswrittenbyMargaretOgola.

HaveyoureadthispoemwrittenbyMargaretOgola?

 Iamavegetarian.Idon’teatmeat.

Beingavegetarian,Idon’teatmeat.

Exercise

Combinethepairofsentencesusingaparticiplephrase.Thefirstonehasbeendoneforyou.

(a)Thestudentsworkedaroundtheclock.Theycompletedtheproject.

Workingaroundtheclock,thestudentscompletedtheproject.

(b)Thestudentwasfrustratedbylackofprogress.Thestudentdroppedoutofschool.

(c)Thedogwaswounded.Thedogstumbledthroughthemuddyfield.

(d)Themanthrewoutthetelevision.Thetelevisionwasbroken.

(e)Marthawaslisteningtoloudmusic.Marthacouldnothearherparentcalling.

(f)Themanwassittinginthelibrary.Hewasreadinganewspaper.

(g)Shewalkedhome.Shemetanoldfriend.

(h)Thedogwaggeditstail.Itbitthethief.

(i)Thetechnicianwasworkinginthelab.Hecuthisfinger.

(j)Njorogewasrelaxingonhischair.Njorogefellasleep.

(k)Themanwasdisappointed.Hestompedhisfootandleftangrily.

(b)GERUNDS

 Agerundisanounformedbyadding“-ing”toabaseformofaverb.Forexample,

Reading

Smoking

Drinking

Swimmingetc
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 Agerundcanbeusedasthesubjectorthecomplementofasentence.Forexample,

 Learningisimportant.“Learning”isthesubject.

 Themostimportantthingislearning.“Learning”hereisthecomplement.
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ADJECTIVES

(a)TYPICALENDINGSOFADJECTIVES

 Adjectivesendinvarioussuffixes.Thesesuffixesinclude:

1.–ableor–ible,forexample,
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 Achievable

 Capable

 Illegible

 Incredible

 Remarkable

 Understandable,etc

2.–al,forexample,

 Functional

 Internal

 Influential

 Logical

 Beneficial

 Mathematical

 Chemical

 Physical,etc

3.–ic,forexample,

 Manic

 Terrific

 Historic

 Cubic

 Rustic

 Artistic,etc

4.–ful,forexample,
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 Careful

 Hopeful

 Helpful

 Bashful

 Beautiful

 Grateful

 Harmful,etc
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5.–less,forexample,

 Harmless

 Fearless

 Careless

 Jobless

 Ruthless

 Breathless

 Groundless

 Restless,etc

6.–ive,forexample,

 Dismissive

 Attractive

 Submissive

 Persuasive

 Inventive

 Intuitive,etc

7.–ous,forexample,

 Dangerous

 Disastrous

 Fabulous

 Gorgeous

 Mysterious

 Courageous

 Adventurous,etc
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Exercise

Fillinthecorrectformofwordinbracketstocompletethesentence.

1.Theyliveina________________town.(beauty)

2.Sheiswearinga___________shirttoday.(sleeve)

3.Gloriaandthedriverare____________individuals.(talk)

4.Thedollhas____________arms.(move)

5.Wehadtobe_______________nottobeseen.(care)

6.Thewomanwenttoa___________restaurant.(fashion)

7.Sheisavery_____________woman.(attract)

8.Thatisa______________issue.(content)

9.Doyouremember___________visitinKenya?(pope)

10.howshelandedthejobremains_____________.(question)
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(b)FUNCTIONSOFADJECTIVES

Adjectivesperformthefollowingfunctionsinsentences:

i. Theymodifynounphrases.

ii. Theyfunctionassubjectcomplements.

iii. Theyalsofunctionasobjectcomplements.

iv. Functionasappositives.

Adjectivesasnoun,Pronoun,NounPhraseModifiers

Anadjectivecandescribeanoun,pronoun,oranounphrase.Forexample,
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i. Myniecebroughtyellowhandkerchiefs.

ii. Thetinycatateallthemeat.

iii. Thestudentspickedsomeonestupidtoleadthem.

iv. ThecookservedusblandAfricansalad.

AdjectivesasSubjectComplements

 Asubjectcomplementisaword,phrase,oraclausethatfollowsalinkingverb(copularverblikeis,are,

appears,etc),anddescribesthesubject.

 Adjectivephrasesthatfunctionassubjectcomplementsarealsoknownaspredicateadjectives.

 Theunderlinedwordsaretheadjectivesdescribingthesubjectsinboldface:

i. Thebreadtastessweet.

ii. Sheistall.

iii. Mycoatisblack.

AdjectivesasObjectComplements

 Anobjectcomplementisaword,phrase,oraclausethatdirectlyfollowsandmodifiesthedirectobject.

 Inthesentencesthatfollow,thedirectobjectshavebeenunderlined,whiletheadjectivesareinboldface.

i. Thecarpenterpaintedthetablered.

ii. Catholicsconsidersaintsholy.

iii. Youmakethemsad.

AdjectivesasAppositives

 Anappositiveisaword,phrase,oraclausethatsupportsanotherword,phrase,orclausebydescribing

thatword,phrase,orclause.

 Inthesentencesthatfollow,appositiveshavebeenitalicized.

i. Theboy,hungryandexhausted,passedout.

ii. Awareofourapproach,theterroristflee.

iii. Thelady,richandkind,clearedmybill.

Canyoutellwhattheymodify?Theymodify“theboy”,“theterrorist”,and“thelady”,respectively.
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ADVERBS

(a)POSITIONOFADVERBSINSENTENCES

 Therearethreenormalpositionsforadverbsinasentence:

1.Initialposition–beforethesubject

2.Midposition–betweenthesubjectandtheverb

3.Endposition–aftertheverb

 Noticethatdifferenttypesofadverbsfavourdifferentpositions.
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InitialPosition

Adverbsthatfavourthispositionare:

i. Adverbsoftime,whencontrastingwithapreviousreferenceoftime,forexample,

Thepastorarrivedearlytoday,buttomorrowhewillbelate.

“Tomorrow”precedesthesubject“he”

ii. Commentandviewpointadverbslikeofficially,luckily,presumably,etc.

Officially,Mr.Brownisthenewschoolsecurityguard.

MidPosition

Someadverbsusedinthispositionare:

 Focusingadverbslikejust,even

 Adverbsofindefinitefrequencylikeoften,never,always,etc

 Adverbsofcertainty,forexample,obviously,probably,etc

 Adverbsofdegreesuchasclearly

ExamplesinSentences

i. JanehasjustbeentoKericho.

ii. Iamobviouslythetallestgirlhere.

iii. Iamalmosthome.

EndPosition

 Adverbsoftimeandthoseofdefinitefrequencyfavourthisposition.Theyarelikeeverymonth,lastyear,

etc.forexample

i. Iwatchedthegamelastweek.

ii. TheytraveltoNairobioften.

 Adverbsofmannersuchasquickly,well,etc,alsofavourthisposition.

i. Shedrovethecarslowly.

ii. Theathleteranfast.
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Exercise1

Rewritethecompletesentenceusingtheadverbinbracketsinitscorrectposition.

1. Charlesmusttravel.(also)

2.Shewaskidding.(only)

3.Didyoudotheassignment?(both)

4.Thepriestseesmovies.(hardly)

5.Hetalkstothem.(carefully)

6.Thebagwashidden.(underthebed)

7.Theylefttheschool.(yesterday)

8.Samanthafelloffthebike.(almost)

9.Herteacherwillrewardherhardwork.(probably)

10.Danielisgettingtransferredthismonth.(definitely)

Exercise2

Thesentencesbelowarejumbledup.Arrangethewordstomakecorrectsentences.

1.Haven’tlatelyhimtalkedtoI

2.I’llhimsoonsee

3.Shehelpaskedimmediatelyfor

4.Youwherenoware?

5.Loudlybarksthedog

6.Shesecretlyhimmet

7.Outsneakedhouseoftheyquietlyout

8.Wonhasn’tmylatelyclub

9.Carefullyplayspianothebrothermy

10.SpeakswellEnglishNjeri
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(b)TYPICALENDINGSOFADVERBS

 Adverbsmodifyverbs,adjectives,,orotheradverbs.

 Adverbsoftentellhow,when,where,why,orunderwhatconditionsthingshappen.

AdverbEndings

 Mostadverbsendin“-ly”.Theyareformedbyadding–lytoanadjective.Forexample,

i. Softly

ii. Quickly

iii. Slowly

iv. Gradually

v. Electronically

vi. Carefully

vii. Horriblyetc

 Incomparativeandsuperlativeforms,someadverbschangetheirendings.Forexample

 Runfasterifyouifyoudon’twanttobelate.

 Thestudentwhorunsfastestwillbetheonetoreceivetheaward.

 Therearethoseadverbsthatendin–wards,forexample,

 Towards

 Homewards

 Downwards

 Backwardsetc

 Thereareadverbsthatendin–wise,forexample,
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 Likewise

 Otherwise

 Clockwise

 Lengthwiseetc

 Therearethosethatendin–where,forexample,

 Nowhere

 Everywhere

 Somewhere,etc

ExamplesinSentences

i. Iamgoingnowhere.

ii. Hedroveslowly.

Exercise

Completethefollowingsentencesusingthecorrectformsofwordsinbrackets.

1.Shelaughed_______________.(happy)

2.Janeisalways_____________dressed.(smart)

3.Thereis___________nowaterleftinthebasin.(near)

4.Thecowcould____________walkafterthebusknockedit.(hard)

5.Wearegoingforbreak___________.(short)

6.Iran_________.(quick)

7.Thewindisblowing__________.(east)

8.Thatwasthe_______________doneperformanceIhaveseenIseeninyears.(skill)

9.Edithdidtheassignment___________.(easy)

10.Canyouturn__________?(clock)
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11.Helenspokeaboutherteacher____________.(dramatic)

12.Histemperaturewentup________.(fast)

PREPOSITIONS

FUNCTIONSOFPREPOSITIONSINSENTENCES

PrepositionsasAdjectives

Prepositionalphrasesmodifythenouns.Forexample,

1.Givemethepencilnexttothebook.

Theprepositionalphrase“nexttothebook”modifiesthenoun“pencil”.Weknowwhichpencilthatisneeded.

2.Parkthecarbehindthehouse

PrepositionsasAdverbs

Aprepositionalphrasemodifiesaverb.Forexample,

1.Thecheetahrunsaftertheantelope.
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2.Theteamwonwithouttheircaptain.

PrepositionsasNominals

1.Thechurchisbeforethehospital.

2.Theschoolisadjacentthesupermarket.

CLAUSES

(a)INVERSIONS

 Inversioninasentencehappenswhenthesubject-verborderisreversed.

 Whentheorderisreversed,theverbcomesbeforethesubject.

 Toachieveinversion,weuse:

 Timeadverbials,like

 Never

 Neverbefore

 Rarely

 Scarcely(barely,hadly)…when/before

 Nosooner….than
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Forexample

i. HardlyhadIbeguntospeakwhensheinterruptedme.

ii. NosoonerhadIarrivedthantheystartedtocry.

 Afterexclamationswithhereandthere,forexample,

 Herecomestheteacher!

 Theregoesthewoman.

 Afteradverbialexpressionsbeginningwithonlyandnotonly

 OnlyafterImetherdidIrealiseIknewher.

 Onlywhenthebusstoppeddidhecalmdown.

 Toaskquestions,forexample,

Didyouseeher?

 Afterso,neither,nor

 DanielhasneverbeentoChina,neitherdoI.

MoreExamplesinSentences

 Notuntilyougrowupwillyoubeallowedinhere.

 Undernocircumstancecanyousmokehere.

 Littledoessherealisehowbeautifulsheis.

SUBSTITUTION

 Thisisthereplacementofaword,orgroupofwordsinasentenceinordertoaviodrepetion.
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 Todothis,weusethefillersorproforms.

ProformsusedinSubstitution

Therearedifferentwordsandphrasesusedinsubstitution:

 Neither

 Less

 Some

 Many

 Both

 Little

 So

 Do

 One

 Onesetc

ExamplesinSentences

1.Idon’tlikeit,neitherdoesDorcas.

2.SalimhasbeentoEldoret,sohaveI.
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(b)SENTENCECONNECTORS

 Asentenceconnectorlinksideasfromonesentencetothenext.

 Sentenceconnectorsgiveparagraphscoherence.

 Thesentenceconnectorsareusedto:

1.Sequenceideas.Theconnectorsusedhereare:

 Firstly,thirdly,etc

 Inaddition/additionally

 Furthermore

 Also

 Afterwards

 Presently/atpresent

 Next,last,finally,etc

2.Contrastideas,forexample,

 However

 Onthecontrary

 In(by)comparison

 Incontrast

 Ontheotherhand,etc

3.Stateresults,forexample,

 Asaconsequence

 Asaresult

 Therefore

 Thus

 Hence

 Consequently

4.Compareideas,forexample,

 Likewise
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 Similarly

 Also

5.Giveorderofimportance,forexample,

 Mostsignificantly

 More/mostimportantly

 Aboveall

 Primarily

 Essentially

6.Givereason,forexample,

 Thecauseof

 Thereasonfor

ExamplesinSentences

i. Mybrotherworkseighthoursaday.However,hedoesn’tearnmuchmoney.

ii. Thishotelhasthebestdécor.Moreover,theirchefsarelively.

iii. Thestudentfailedtodotheassignment.Asaresult,theteacherpunishedhim.

iv. Thepublicrefusedtopayfortheentryfee.Consequently,theshowwascancelled.

v. Thehousehadsevenrooms,eachwithabathroom.Additionally,therewasalargeswimmingpool.

Exercise
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Fillintheblankswithappropriatesentenceconnectors.Choosetheconnectorfromtheones

given.

Similarly

Onthecontrary

Presently

However

Otherwise

Likewise

Therefore

Eventually

Afterwards

1.Therearenoredbirosleft.__________________,thereareblackones.

2.Thewhitecarhascarriedmanypassengers._______________,thewhitecarhascarried

manypassengers.

3.Cleantheroomfirst._____________,youcangoouttoplay.

4.Letusworkhard._____________wemayreceivebadgrades.

5.IworkedinNarokfortenyears._____________,Iworkathome.

6.ShelovesJohn.___________,Johnlovessomeoneelse.

7.Hehasbeenlookingforher.________________,hefoundherattherestaurant.

8.Thefinalexamsarecomingsoon.____________,itwouldbeadvisabletostartrevising.
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GRAMMARANSWERS

(c)RELATIVEPRONOUNS
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1.Whose

2.Whom

3.Who

4.That/which

5.Who

6.Whom

7.Which

8.Whose

9.Which/That

10.Who

11.which

12.Which

13.Whom

14.Who
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15.Which

ADJECTIVES

TYPICALENDINGSOFADJECTIVES

1.beautiful

2.sleeveless

3.talkative

4.movable/immovable

5.careful

6.fashionable

7.attractive

8.contentious

9.papal

10.questionable

ADVERBS

POSITIONOFADVERBSINSENTENCES

Exercise1

1. Charlesmustalsotravel.

2.Shewasonlykidding.

3.Didyoubothdotheassignment?

4.Thepriesthardlyseesmovies.

5.Hetalkstothemcarefully.

6.Thebagwashiddenunderthebed.

7.Theylefttheschoolyesterday.

8.Samanthaalmostfelloffthebike.

9.Herteacherwillprobablyrewardherhardwork.

10.Danielisdefinitelygettingtransferredthismonth.
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Exercise2

1)Haven’tlatelyhimtalkedto

Ihaven’ttalkedtohimlately.

2)I’llhimsoonsee

I’llseehimsoon.

3)Shehelpaskedimmediatelyfor

Sheaskedforhelpimmediately.

4)Youwherenoware?

Whereareyounow?

5)Loudlybarksthedog

Thedogbarksloudly.

6)Shesecretlyhimmet

Shemethimsecretly.

7)Outsneakedhouseoftheyquietlyout

Theysneakedoutofthehousequietly.

8)Wonhasn’tmylatelyclub

Myclubhasn’twonlately.

9)Carefullyplayspianothebrothermy

Mybrotherplaysthepianocarefully.

10)SpeakswellEnglishNjeri

NjerispeaksEnglishwell.

(c)TYPICALENDINGSOFADVERBS
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1.Happily

2.Smartly

3.Nearly

4.Hardly

5.Shortly

6.Quick

7.Eastwards

8.Leastskillfully

9.Easily

10.Clockwise

11.Dramatically

12.Faster

SENTENCECONNECTORS

1)However

2)Likewise/similarly

3)Afterwards

4)Otherwise

5)Presently

6)Onthecontrary

7)Eventually

8)Therefore

WRITINGFORFORMFOUR

1.PERSONALWRITING

(a)Recipes

 Arecipeisasetofstepsthatleadtoadeliciousfood.

 Itisasetofdirectionsthatdescribeshowtoprepareaculinarydish.

 Withtherecipe,oneisunlikelytobeinvolvedinculinarydisaster.

 Thecommontermsusedinarecipeare:
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 Bake

 Baste

 Blend

 Beat

 Boil

 Braise

 Brine

 Chop

 Crush

 Dip

 Dissolve

 Drawn

 Pound

 Mix

 Stir

 Spread

FormatofaRecipe

1.Titleyourrecipe.Forexample,

FriedChickenRecipe

 IngredientList.Itisadvisabletolisttheingredientsintheorderoftheiruse.Thishelpsthereaderto

keeptrackoftheingredientsthathavebeenused.Givethequantityofeachingredient.Examples:

4wholechickenbreasts

½cupbreadcrumbs

 Method.Howthemealispreparedislistedhere.Thestepsshouldbeeasiertounderstandandfollow.

Thestepsareusuallynumbered.

 Service.Listhowmanypeopletobeservedandwhattoservewith.Forexample,

Servewith……or

Topwith…..

 Preparationtime
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SampleRecipe

RECIPEFORCOOKINGWHITERICE

Ingredients

1cupofwhiterice

2cupsofwater

½teaspoonsalt

Itablespoonoil

PreparationTime:20minutes

Preparation

1.Rinsethericeinastrainer.

2.Bringthewatertoaboil.

3.Addthericetoboiledwater.

4.Stirintherice,saltandoilandbringitbacktoagentlesimmer.

5.Startcheckingthericearound18minutes.

6.Turnofftheheatwhenthericeistender.

7.Removethelidandflufftherice.

Service

1.Servewhenhot.

2.Servewithfriedmeat.
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2.SOCIALWRITING

(a)E-Mails

 Shortforelectronicmails.

 Theyaremessagessentviaacomputerconnectedtointernet.

 Emailsmustbeshortandprecise.

EmailAddress

 Anemailaddressiswhatidentifiesanelectronicpostofficeboxonanetworkwhereemailcanbesent.

 Usually,thereisnocapitalizationorspacingbetweenthecharacters.

ComponentofEmailAddress

 Allemailaddresseshavethreeparts:

 Username;

 @symbol;and

 Thedomain

 Usernameistheuniquenamethatyouselect.Itcanbeyourrealnameornickname.Example:sumudawa

 @symbolseparatestheusernamefromthedomain.Whenyouinsertthissymbol,youremailprogram

recognizesthecharacterandsendstheemailtothedomainnamethatfollowsit.

 Domainisbrokenintoparts:themailserverandthetop-leveldomain.

Themailserveristheserverhostingtheemailaccount.Therearesuchmailserversasyahoo,hotmailand

gmail.

Examplesoftop-leveldomainsinclude:com,net,org,edu,etc

Exampleofemailaddress:sumudawa@yahoo.com

EmailFormat

Emailconsistsof:

i. “FROM”Field.Writeyouremailaddress.

ii. Date.

iii. “TO”Field.Therecipient’saddressiswrittenhere.

iv. “Cc”Field.Addtheemailaddressofotherpeoplewhosecopyofthemessageshouldreach.

v. Subject.Writeshortbutaccuratesubjectheader.
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vi. Attachments.Includethedocumentthatshouldbeattachedifrequired.

vii. Salutation.Usepropersalutationbeginningwith‘dear’,etc.

viii. Messagebody.Getyourpointacrosswithoutrambling.

ix. Leave-taking.Dependingonyourlevelofintimacywiththerecipient,youcanusephrasesandwords

like:

 Yourssincerely,

 Yoursfaithfully,

 Yourscordially,

 Best,

 Yourlovingdaughter/son/mum/dad/sister/brother,

 Respectfully,

 Yourstudent,etc

x. Signing.Writeyourfullname.

SampleEmail

FROM:kanayokanyo@gmail.com

DATE:13thJune,2015

TO:zimamoto@yahoo.com

Cc:mbwakali@hotmail.com;rosekate@email.com

SUBJECT:Chemistry/PhysicsTeachingPosition

DearSir/Madam:

IamwritingthisemailinresponsetoyouradvertisementlistedinTheStandardNewspaperon11thJune

2016forthevacancyofteachingChemistryandPhysicsthathasarisenwithyourschool.

IamadegreeholderfromKilgorisUniversity.Ihavetaughtforthreeyearsnow.Whileteachingat

UngwanaSecondaryschool,Idevelopedmyteachingskills.

Ihaveastrongcommunicationandinterpersonalskills,andhavetheabilitytomakestudents

understandmytwosubjectsproperly.Icanhelpstudentswiththeirdecisionmaking.
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IdesiretobepartoftheteachingteamatNaikumaSchoolwhereIcouldnourishthemindsofyoung

students.Iwillbehighlyobligedifyoucouldgothroughmycurriculumvitaeattachedherewith.

Yoursfaithfully,

ShurutiK.Hassan

(b)FAX

 Faxisshortforfacsimile.
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 Alsoknownastelefaxortelecopying.

 Itisthetelephonictransmissionofscannedprintedmaterialusuallytoatelephonenumberwhichis

connectedtoaprinter.

HowitWorks

Totransmitthematerial,theprocesstofollowinclude:

 Scanningoftheoriginalmaterialusingafaxmachine(telecopier).

 Telecopierprocessesthecontentandconvertsitintoabitmap.

 Thecontentisthentransmittedthroughthetelephonesystemtothereceiver.

 Thereceivingtelecopierinterpretesthemessageandreconstructit.

HowtoWriteNotesandFaxCoverSheet

 Addaletterheadtothetopofthefaxcoversheet.Itcaneitherbeforacompanyoranindividual.The

letterheadcanincludethenameofthecompanyorindividual’sname,address,telephonenumber,fax

numberandemailaddress.

 Write“TO”followedbyacolonsomelinesdown.Fillinthenameofthepersonwhoshouldreceivethe

fax.

 Write“COMPANY”andfillinthenameofthecompanywhereyouaresendingthefax.

 Write“FROM”andthecolononthenextline.Listthesender’sname.

 Listthedate.

 Writetherecipient’sfaxnumber.

 Write“NUMBEROFPAGES”.Enterthisnumberincludingthecoverpagetohelptherecipientmakesure

nopageismissing.

 Write“RE”followedbyacolon.Enterthesubjectofwhatyouarewritingundernotes.

 Write“NOTES”andthenacolon.Enteradditionalinformationhere.Writethemessage.

 AninstitutioncandesignafacsimileTransmittalSheetdependingontheirtaste.Belowisanexampleofa

facsimiletransmittalsheet.
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FACSIMILETRANSMITTALSHEET

TO:………………………………………………………………………..FROM:……………………………………………………………………..

COMPANY:…………………………………………………………..DATE:……………………………………………………..

FAXNUMBER:…………………………………………………….PAGETOTALINCLUDINGCOVER:…………………………….

PHONENUMBER:………………………………………………

RE:_______________________________________________________________

URGENT PLEASE

COMMENT

PLEASEREPLY PLEASE

RECYCLE

FORREVIEW

NOTES:

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

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

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

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

……………………………
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(c)INSTRUCTIONSTOFAMILYANDFRIENDS

 Togiveinstructionsistoletothersknowhowtodosomethingorreachsomewhere.

 Instructionswhenwritten,cantaketheformofletters,notes,e-mails,andmanyothers.Becarefulonwhich

touseandwhichwillworkwellwithyourrecipient.

 Wegiveinstructionstofamilyandfriends:

 Tohelpusdosomethinginourabsence.

 Onhowtouseanewlyboughtgarget.

 Onhowtopreparesomemeals.

 Onhowtohowtowritetheirexams.

 Onhowtobesuccessfulindividuals.Etc.

WhattoDo

Whenwritinginstructions:

 Usesimplewords.Savetheverbatimwords.

 Useimperativeformofsentences.

 Giveoneinstructionatatime.Numbered.

Here,wehaveasampleofnotewithinstruction

INSTRUCTIONONWHATTODOWHILEIAMWAY

DearKish,

Ihaveleftforwork.Iwillnotcomebackasusually.Afteryouwakeuphelpdo

thefollowing:

 Cleanyourbedroom.
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 Washtheutensils.

 Mowthelawn.

 Cookyourlunch.

 Gooutandplayafterdoingalltheabove.

 Getbacktothehousebefore6.

 ClosethegateuntilIcomeback.

Ihopeyouwillnotforgetanyoftheabove.Whenmumcomesbackshewill

bringyouthefruitsyouaskedfor.

Yourlovingmum,

Aoko

Exercise

Yourcousinhasboughtamobilephonebutshedoesn’tknowhowtotypetextmessageandsendit.Inaletter,

giveherinstructionsthatwillhelpherdothatwithease.

3.PUBLICWRITING

(a)LETTERSOFINQUIRY

 Senttoexplorepossibilitiesinemployment,admissiontocollege,etcwhenyouareinterestedinworkingor

learning,etcforaparticularinstitution,butyoudonotknowifanopeningorvacancyexists.

 Aletterofinquiryiswhenyouareapproachinganorganization/company/institutionspeculatively.This

meansyouaremakinganapproachwithouttheirhavingadvertisedorannouncedavacancy.

HowtoWriteaLetterofInquiry

Thestepsthatfollowwillhelpyouwriteagoodletterofinquiry:

1.Resolvetofollowalltherulesforbusinessletterwriting.Beginwithyouraddress,thenthedate,

followedbytheaddressee’saddress,movingontothegreeting(salutation),andlastly,inregard

to(written“RE:”)

2.Writeaboutfourparagraphs.Theparagraphscanbedividedinto:

(a)FirstParagraph

 Introduceyourselfandconciselyexplainwhyyouarewriting.
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 Telltherecipienthowyouheardoftheorganization.

 Lettherecipient,ifneedbe,knowtheresultyouwillreceiveorreceived,andtheschoolor

collegeyouareattendingorattended.

(b)SecondParagraph

 Describeyourinterestintheorganization.

 Makeitclearwhyyouthinkyouthinkyouarequalified,forexampleforthejob,oradmission

tothecollege,etc.

(c)ThirdParagraph

 Talkaboutyourself.Highlightyourrelevantexperience,achievements,andqualifications.

 Includetwoorthreeskillsthatrelatetothepositionswithin.

(d)FourthParagraph

 Thanktherecipientfortheirtime.

 Includeyourphonenumberoremailaddress.

 NotethatyouhaveincludedyourCV.Ifadmissiontocollege,youmaymentionthatyou

haveincludedyouracademiccertificateoranydocument.

3. Closeyourletter.

 Writeyoursfaithfully,ifyoudonotknowthenameoftheperson.

 Yourssincerely.Ifyouknowtheperson’sname,endtheletterthisway.

 Addyoursignature.Signyourname.

SampleLetterofEnquiry

KANYEMIRACLESCHOOL

P.O.BOX333–22020

CHEM–KENYA

14THMAY,2016
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THEPRINCIPAL

JOSEMCOLLEGE

P.O.BOX3456–12340

KILGORIS

DearSir/Madam:

RE:NEXTINTAKE

Iama2014formfourleaverfromKanyeMiracleSchool.IreceivedgradeB-atKCSE.Iam

writingtoexpressmyinterestinjoiningyourcollegeinSeptemberincasethereisanintake.I

havealwaysheardalotaboutyourcollege.Lastweek,Isawthepictureofyourcollegeinthe

newspaperandthatattractedmemore.

IamnowthinkingonlyaboutJosemCollege.IthasbecomepartofmydreamandIwouldlove

tostudymycoursethere.IknowthecourseIwouldliketopursueisoneofthenumerous

coursesofferedthere.IwouldliketostudyJournalism.IreceivedgradeB+INEnglishand

KiswahiliandIhopethatisenoughtoqualifymeforthecourseofmychildhooddreams.

Whileinhighschool,Iusedtobeamemberofjournalismclub.ItisIwhocouldwriteallthe

newstobereadonFridaysbyfellowclubmembers.Iwasalsoinvolvedinbroadcastingduring

theparents’dayandthroughthatmyconfidencewasboosted.Inolongersufferfromanxiety

whenspeakingbeforealargegroup.

Thankyouforyourtimeyouhaveyouhavetakentoconsiderthisletterofinquiry.Wouldyou

pleasecontactmeon07000000whentherewillbenextintake?Attachedaremydocuments.

YoursFaithfully,

[sign]

SalomeMtakatifu
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(b)LETTERSOFREQUEST

 Writtentorequestacompany/firm/institutiontoprovidecompleteinformationregardinga

product/service/course,etc.

 Oneexpressestheirinteresttowardsthecourse/product,etcinthisletter.

 Thefollowingpointswillhelpinwritinganeffectiveletterofrequest:

 Clearlystatethereasonofseekingdetailedinformation.

 Useformaltonewhenwriting.

 Bepolite.

 Recheckformisspellings.

SampleLetterofRequest

NyamirogiSecondarySchool,

P.O.Box111—40020,

MLANGO–KENYA.

24thApril,2015

ThePrincipal,

NyamoroCollege,

P.O.Box222–34200,

DIRISHA–KENYA.

DearMr.Bacuna:
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RE:INFORMATIONABOUTYOURCOLLEGE

Iamaparentofoneofthestudentswhoreceivedadmissionlettersfromyourcollege.Heis

verymuchinterestedinjoiningthecollege.

Wehavereadyouradmissionletterandareverymuchinterestedingettingadmissioninyour

college.Ineed,however,theanswerstothefollowingquestionsbeforeIcouldjointhe

college:

 Isfeepaidininstallmentorpaidatonce?

 Canaccommodationbeofferedincollege?

 Otherthanthecoursesoffered,aretherenonacademiconeslikedriving?

Iwouldbegladtoreceivetheanswerstothesequestions.Couldyoupleasecontactmeon

dennism@yahoo.comor0797878787?

YoursFaithfully,

[sign]

DennisMnyweso

4.STUDYWRITING

(a)REVIEWS

 Areviewofanovel,play,shortstoryorevenapoemiswrittentogivethereaderaconcisesummaryofits

content.Thisincludesrelevantdescriptionofthetopicaswellasitsoverallmessage.

HowtoWriteABookReview

Thestepsbelowarenormallyfollowedwhenreviewingabook(sayanovel):
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(i) Describewhatthenovelisaboutinacoupleofsentences.Nospoilersshouldbegivenhere.

(ii) Discusswhatinparticularyoulikedaboutthebook.Yourthoughtsandfeelingsaboutthenovelarethe

mainfocuswhendoingthis.Thequestionssuggestedbelowwhenansweredwillhelpyoutoagreat

extent:

 Whowasyourfavouritecharacter?Why?

 Didthecharactersfeelrealtoyou?

 Didthestorykeepyouguessingwhattohappennext,andnext?

 Whichpartofthebookwasyourfavourite?Why?

 Didthenovelmakeyoulaugh,smile,orcry?

(iii) Mentionwhatyoudislikedaboutthenovel.Discusswhyyouthinkitdidn’tworkforyou.Some

questionstohelpyouare:

 Wastheendingfrustrating?

 Wasthestoryscaryforyourfeeling?

(iv) Summarizesomeofyourthoughtsonthenovel,suggestingthetypeofreaderyouwouldrecommend

thenovelfor.Forexamplewouldyourecommenditforyoungreaders,fansofcrime,highschool

students,etc.

(v) Attimes,youcanratethenovel,forexampleamarkoutoften,etc.

SampleBookReviewTemplate

BookReview

Pictureofthebookhere

Title:

Author:

Publisher:

Reviewer:

Thenovelisaboutababygirlwhoisthesourceoftheriver.Shebecomesthefirstborngirlinafamilyfullof

boys.……………………………………………………………………………………………………………………………………………..
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……………………………………………………………………………………………………………………………………………………………………………………………………

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

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

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

………………………………………………………………………………………

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

……………………………

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

……………………………………………………………………………………………………………………………….
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EXPOSITORYESSAYS

 Expositionisexplanatorycommunication,whetherinspeechorwriting.
 Anexpositoryessayisanorganizedpieceofprosewhichexplainsaspecifictopicorsetofideas

toadefinedaudience.
 Expositoryessaysprovideinformationandanalysis.

ElementsofExpositoryEssays

 Aclearthesisorcontrollingideathatestablishesandsustainsyourfocus.
 Anopeningparagraphthatintroducesthethesis.
 Bodyparagraphs(40r5)thatusespecificevidencetoillustrateyourinformativeoranalyticpoints.
 Smoothtransitionsthatconnecttheideasofadjoiningparagraphsinspecific,interestingways.
 Aconclusionthatemphasizesyourcentralideawithoutbeingrepetitive.

(b)QUESTIONNAIRES
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 Itisaresearchinstrumentcontainingseveralquestionsandotherpromptsforthepurposeofgathering

informationfromtherespondents.

 Thequestionsareaimedatcollectingfactsoropinionsaboutsomething.

OutlineandFormatoftheQuestionnaire

FORMAT ELEMENTS

Introduction  Titleofthestudy

 Purposeofthestudy

 Durationofthesurvey

 Guaranteeofconfidentiality

 Briefinformationabouttheorganization

 Ifany,incentiveInformation

DemographicData  Respondent’sname(couldbeoptional)

 Age,gender,religion,maritalstatus,etc.

Questions  Closed-endedquestionsanswerablebyYes/No

first.Thisisforfasterresponserate.

 Questionsarrangedfromgeneraltospecific.

 Sensitivequestionsattheend.

 Grouprelatedquestionstogether.

 Alwaysnumberquestions.

 Theinstructionsonhowquestionsareanswered

placedbeforethequestions.

 Responsequestionsplacedverticallyexceptfor

tabulatedoptions.

End  Expressionofgratitudetotherespondentfor

attemptingquestionse.g.“ThankYou”

 Informationonknowingtheoutcomeofthe

survey.

SampleQuestionnaire
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THEALLTIMEHOTEL

(email:alltme@gmail.com,P.O.Box43–NairobiKenya)

CUSTOMERSATISFACTIONONTHEALLTIMEHOTELQUESTIONNAIRE

I. INTRODUCTION

DearEsteemedCustomer,

Wearededicatedtoimprovingthecustomersatisfaction.Throughanswering

questionsinthisquestionnairesurvey,wewillbeabletoanalysethedatathatwillhelp

usenhanceourservicesandmeetingyourneeds.

Yourresponsewillonlybeusedforsurveypurposesandyourconfidentialityishighly

guaranteed.

Afteryouanswerallthequestions,youwillbepresentedmealsofyourtasteasatoken

ofourgoodwill.Wethankyouinadvanceforyourtime.

II. QUESTIONS

Instructions:

Pleaseindicateyourlevelofagreementordisagreementwitheachofthesestatements

regardingourhotel.TICKintheboxofyouranswer.

1.HowmanytimesdoyouvisitTheAllTimeHotelpermonth?

___________________________________________________________________________

2.DoyouvisitTheAllTimeHotelwithFamilyorFriends?

Yes No

3.Forquestion(3)answerwith:

Agree

StronglyAgree

Neutrallyagree

Disagree

StronglyDisagree
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(a)Thehotelisaccessiblylocated.

____________________________________________________

(b)Hotelhoursareconvenientformydiningneeds.

____________________________________________________

(c)Advertisedmealsareinstock.

____________________________________________________

(d)Agoodselectionofmealswasavailable.

_____________________________________________________

(e)Themealssoldareanequalvalueforthemoney.

_____________________________________________________

(f)Mealssoldhereareofthehighestquality.

_____________________________________________________

(g)Thehotelhasthelowestpricesintheestate.

_____________________________________________________

(h)Thehotelatmosphereanddécorareappealing.

______________________________________________________

III. DEMOGRAPHICDATA

Name

(optional):______________________________________________________

Age:________________________

Gender:______________________

NumberofFamilyMembers:(Tickappropriate)

1-3

4-6

7-9

More

than

10
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Phone(optional):____________________________________

IV. ThankyouforsharingyourfeelingsandthoughtswithTheAllTime.Enjoydiningatthe

bestHotelintown!

5.INSTITUTIONALWRITING

(a)CURRICULUMVITAE

 Thisisawrittenoverviewofaperson’sexperienceaswellastheirqualifications.

 Itbringsoutaperson’slifeaccomplishments,especiallythoserelatedtoacademicrealm.

 Trytopresentalltherelevantinformationthatyoucan.

 TheCVneedtoreflectyourabilitieswithinyourdiscipline.

SampleCurriculumVitae

DONMICHAELOTIENO’SCURRICULUMVITAE

PersonalDetails

DateofBirth:8thApril,1989

Sex:Male

Nationality:Kenyan

Religion:Christian

MaritalStatus:Married

IDNumber:28724770

Address:924-40400Suna-Migori

Email:duncanomondi227@gmail.com

PhoneNumber:0716602808or0764602808

Languages:EnglishandKiswahili

PersonalProfile

Ahighlymotivated,enthusiasticanddedicatedteacherofEnglishwhohasbeenpraisedfor

hardworkandperseverance.Committedtocreatingclassroomatmospherethatstimulates

andencouragelearners.Hasthepassiontoworkunderminimumornosupervisionatall.

EducationalBackground
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YEAR INSTITUTION QUALIFICATION

2011-2013 UtumishiUniversity BachelorsofEducation(Firstclass

honors)

2005-2008 KafiraSecondarySchool KCSE{52Points(C+)}

1996-2004 KafiraPrimarySchool KCPE(304Marks)

WorkExperience

FROM-TO INSTITUTION RESPONSIBILITIES

September2015-December

2015

JoyGirls’Secondary 1.Guidingcandidateclass

inrevision.

2.Offeringguidanceand

counselingtomyclass.

3.Coachingstudentsin

soccer.

June2015-August2015 KisimaniSecondarySchool 1.Chairingguidanceand

counselingmeetings.

2.Coachingstudentsin

soccerandvolleyball.

3.Inchargeofdiscipline.

4.Chairinglanguages

department’smeetings.

January2014-June2015 RightThereMuslimGirls’ 1.Guidingandcounseling

students.

2.Trainingthestudents

bothintheclassroom

andinthefield.

3.Preparingprogrammes

forvariousactivitesheld

attheschool.

4.Headinglanguages
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department.

Achievements

YEAR INSTITUTION ACHIEVEMENT

2014-2015 RightThereMuslimGirls’ 1.Appointedheadof

departments:Languages

andGames.

2.Appointedmemberofthe

disciplinarycommittee.

3.Patronofclubs(Debate

andJournalism)

4.Classteacher.

RightThereMuslimGirls’ KCSE2014:

 ENGLISHMEANSCORE:

5.667upfrom3.5.

 HISTORYMEANSCORE:

7.6

2015 KisimaniSecondarySchool  HeadofbothGamesand

LanguagesDepartments.

 Form2classteacher.

 ActingasDeputy

Principla.

2015 JoyGirls’Secondary  AssistantHeadof

Department,Games.

 Classteacher

2015 Writtenmanuscriptsinareas

suchas:

 GrammarinEnglish.

 OralSkillsinEnglish.
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SKILLS

 Strongpersonalskills.

 Problemsolvingskills.

HobbiesandInterests

 Readingnovels,journalsandplays.

 Playingsoccerandvolleyball.

 Writingmanuscripts.

Referees

NAME POSITION INSTITUTION PHONENUMBER

Mr.MfupiMbilikimo HeadofEnglish

Department

JoyGirls’Secondary 0711223344

Mr.IssaAbdikadir DeputyPrincipal RightThereMuslim

Girls’

0722334455

Mr.KimokeM. EnglishDepartment UtumishiUniversity 0733445566
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(b)SPEECHES

 Speechdeliveryrequiresadequatepreparation.Writingitselfispartofthatpreparation.

 Towriteagoodspeech:

 Selectatopicthatyouenjoytalkingabout.

 Composeyourspecificpurposestatement.

 ComposeyourThesisstatementorcentralidea.Thisisthemostimportantpartofyourspeech.

 writingyourthesisstatementisafourstepprocess:

 chooseyourtopic

 Determineyourgeneralpurpose.Forexample,topersuade,entertain,educate,etc.

 Writeyourspecificpurposestatement.Thisiswhatthespeakerwantstoaccomplish.

 Tieitalltogetherbycomposingaclearconcisethesisstatement.

SampleSpeech

KCSETARGET

“Theprincipal,deputyprincipal,teachers,andmyfellowstudents,goodmorning?Iamgratefulforbeing

offeredthisrarechancetoaddressthislargecrowd.Thankyouforthisgreatopportunity.TodayIwantto
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particularlyaddressformfourswhoareonly3monthsawayfromreapingthehardwork.

Dearcandidates,whereareyougoingtobeinthreemonths?Whatwillyoubedoingfromthetimeyouwakeup

todayfalleachday?WhatwillyouachievewhenKCSEResultsareannounced?Inotherwords,whatisyour

target?Someofyoumightbethinkingthatthreemonthsisalotoftimetofirstwasteandonlyrevisewithone

weekleft.Theymightbethinkingitistooearlytorevise.Letmeassureyouthatitishightimeyoudecideon

doublingyoureffort.

Infact,withmyoneyearexperiencesinceIleftthisschool,Icansuggestyoutwoalternatives.Eitheryouthink

aboutyourfutureafterformfour–now!–oryouleavethisafrustratedindividual,andregretlaterinlife.Not

encouragingatalltodependcompletelyonyourparents.Iliketheproverb:Youreapwhatyousow.

Remembernoonereapsbeanswhenheplantspotato.Onlyifyouworkhardthatworkofyourhandswill

handsomelyberewarded.

[Paragraph]

Accordingtomydeepestconviction,happypersonisthepersonwhoalwaysbringshisownsunshine,

whereverhegoesandwhatevertheweather.HopetoseethesesparksinyouinyounextyearMarchwhenthe

resultswillbeannounced.Thankingforyoulisteningtome.”

BUILDINGSENTENCESKILLSANDPARAGRAPHING

PARAPHRASING

 Toparaphrasesimplymeans“putinyourownwords.”
 Itisone’sowninterpretationofessentialinformationandideasexpressedbysomeoneelse,presentedin

anewform.
 Itisamoredetailedrestatementthanasummary,whichfocusesconciselyonasinglemainidea.

StepstoEffectiveParaphrasing

1.Rereadtheoriginalpassageuntilyouunderstanditsfullmeaning.
2.Settheoriginalaside,andwriteyourparaphraseonanotebook.
3.Jotdownafewwordsbelowyourparaphrasetoremindyoulaterhowyouimagineusingthismaterial.
4.Checkyourversionwiththeoriginaltomakesurethatyoursaccuratelyexpressesalltheessential

informationinanewform.
5.Usequotationmarkstoidentifyanyuniquetermorphraseologyyouhaveborrowedexactlyfromthe

source.
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CREATIVEWRITING

BIOGRAPHIES

KimKardashian
Born:21October1980

Birthplace:LosAngeles,California

Bestknownas:Thealpha-sisterstarofKeepingUpWiththeKardashians

KimberlyKardashianisaLosAngelessocialite,businesswomanandfirstamongequalson

thelong-runningrealityTVshowKeepingUpWiththeKardashians.KimKardashianfirstcame

towidepublicattentionthroughherfriendshipwithsocialiteParisHilton;Kimisthedaughter

ofattorneyRobertKardashian(1944-2003),whobecamefamousin1994whenhisfriendand

clientO.J.Simpsonwasarrestedandtriedformurder.KimKardashianbecameoneofParis

Hilton'spartypalsandthenin2007boostedherprofilebytakinglegalactiontopreventthe

distributionofanaughtyhomevideoshehadmadewiththen-boyfriendRayJ(bornWilliam

RayNorwood,Jr.,thebrotherofsingerBrandy).Thetapewaswidelydistributedonthe
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Internet,despite(orbecauseof)Kardashian'sattemptstoquashit,andshewaslaunchedinto

Hilton-likecelebrity.Thatledtothe2007launchoftheTVrealityshowKeepingUpWiththe

Kardashians,whichstarredKimandhersistersKourtneyandKhloeandmadetheirextended

familysynonymouswithcelebrityforitsownsake.KimappearedonDancingWiththeStars

(2008)andmadevariousappearancesonotherTVshows.Sheandhersistersopenedachain

ofdressboutiquescalledDash,andtogethertheypublishedamemoir,Kardashian

Konfidential,in2010.MarriedatonetimetomusicproducerDamonThomas(2000-04),Kim

Kardashianwaslaterromanticallylinkedtoanumberofmalecelebrities,includingJessica

Simpson'sex-husbandNickLacheyandHeismanTrophywinnerReggieBush.Shemarried

NBAbasketballplayerKrisHumphriesinAugustof2011,butfiledfordivorce72dayslater,

citing"irreconcilabledifferences."(ThedivorcebecamefinalonJune3,2013.)Shebecame

pregnantbytherapperKanyeWestin2012;theirdaughter,namedNorthWest,wasbornon15

June2013.KardashianandWestweremarriedinFlorence,Italyon24May2014,andtheir

secondchild,asonnamedSaint,wasbornon5December2015.KimKardashianpublisheda

352-pagebookofselfies,titledSelfish,in2015.
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Meanwhile,

Contact0714497530for;

Otherwelldesignedhighschoolmaterials

UpdatedCPA,CIFA,CICT,CPS...Kasneb

materials

Severalnovelcollections

Motivationalbooks

Inspirationalbooks

Setbooksandguides

Teachingschemes

KCSEandMockpastpapers

Revisionmaterials

KRAservices

HELBservices
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WebsiteDesign

CONTACT

0714497530(MRISABOKE)

(isabokemicah@gmail.com)

Regards


