Tips for Doing an Unseen

Structure of a Text

1. Title – gives us a clue about what the text is about. We know what information to expect when we read the title.

2. Introduction – presents the topic of the text.

3. Body of the text (1-4 paragraphs) – presents explanations, examples, facts, details, opinions and arguments to support the topic presented in the first paragraph.

4. Conclusion – the last paragraph summarizes the topic or presents solutions.

Structure of a Paragraph

1. Topic sentence – presents the main idea of the paragraph. In most cases it is the first (or last) sentence. 

2. Supporting details – support the main idea and develop it by giving explanations, examples, facts, opinions and arguments
Two Types of Reading

1. Skimming and Scanning – this is a quick reading in order to understand the main idea of the text. It should take about 5-6 minutes. 

While reading:

· Write a question mark (?) on difficult words (words you don’t know their meaning).

· Highlight or Underline the main idea in each paragraph – first or last sentence in a paragraph.
· Circle sentence connectors – show relationships between ideas, such as problem/solution, question/answer, compare/contrast, cause/effect, points of view, explanation and examples.
· Underline names, places, numbers and dates.

· (Optional - circle 2-5 key words - help you understand the main idea.)

2. Reading for Specific Information – now you have to read the text carefully in order to answer the questions. (reading a question and going back to the text in order to find the correct answer.)
It is extremely important to organize your time! Doing the whole unseen should take 40-45 minutes.
IMPORTANT:
· It is a good idea to read the questions BEFORE reading the text in order to know what to look for. Understand which type of question it is: multiple choice, open question, complete the sentence, charts, YES/NO with justification.
· Mark questions you can do after reading a paragraph, and questions you can answer after reading the whole text.

· Pay attention to the subject of the question and answer exactly what is required. Don't add unnecessary information

Types of Questions

1. Multiple-choice questions – there are 4 answers and you have to choose the best answer. 
2. Put an X next to the correct statements – out of 6 statements 2 are correct. Make sure you can fine a proof in the text for your answer.
3. Define a word according to the context using your dictionary. Use words surrounding unknown word to determine its meaning

4. Open questions – answer questions according to the paragraph or the text. Pay attention to grammar and spelling. Answer must begin in 3 ways.
Subject + verb: The text shows that…
Infinitive: To show that…
Gerund: Showing that…
Don't copy the question into your answer. NO FULL ANSWERS.
5. List / Name / Mention – copy from the text a list of items as required.

6. Complete the sentence – according to certain lines or the whole text. Pay attention to content and grammar.

7. Put the events in the correct order (time line / flowchart) – pay attention to dates (days, months, years) and words that signal time or order (First, firstly, first of all, first…then, at first… in the end, first…next…finally, eventually, meanwhile, suddenly, all of a sudden, previously, before, after, second, secondly, last of all)
8. Fill in the table of Cause and Effect. Pay attention to connectors of cause (because, since, for, as, because of, due to, owing to) and effect (therefore, as a result, so, consequently.) 
Pay attention to the completed parts of the chart and answer accordingly.
9. Generalizations and Examples – give examples as required in order to illustrate a certain point / make a generalization based on a few examples. Pay attention to connectors!
10. True or False / YES / NO? – justify your answer by copying words or expressions from the text.

11. Fact and opinion – recognize the opinion presented by the writer. Look for expressions that present opinion, or positive/negative adjectives or adverbs that help you determine the writer’s opinion or point of view.

12. What is the purpose of the text? Explain based on information given in the text.

13. What is the main idea of paragraph X? identify the key sentence to answer the question
14. What title would you give paragraph X? identify the key sentence to answer the question

15. Explain in your own words – certain words or expressions based on the information in the text. 
You may not use the same words in your explanation!

16. Inference –  give a logical explanation based on the facts or evidence presented in the text. The answer is not in the text!

