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SSSS=== Format of Reading Part B

In your work as a healthcare professional, you often need to read a lot of workplace communications
such as guidelines, manuals, emails, memos and policy documents. The purpose of these
communications is to help you work according to the standards of an organisation, and to understand
changes and updates to existing workplace requirements. Part B focuses on workplace communications
and assesses a range of reading skills, particularly your ability to recognise their main message, purpose
and details.

There are six extracts, each about 100-140 words. These may be complete, for example, an email on a
change in policy, or a part of a longer text, such as a policy on patient safety.

Part B contains only six questions, all in a three-option multiple choice format. There is a total of six
marks, each question carring one mark. To answer, you need to shade the circle next to the option you
believe is correct, in a separate answer booklet that will be given to you with your question paper. The
total time available for both Parts B and C is 45 minutes, so you need to manage your time effectively.
Part C has more questions than Part B, so you need to leave more time for Part C.

=== Preparing for Reading Part B

You can expect to read a variety of workplace communications in the test, so a good way to approach
these questions is to think about what kind of information the communication contains, and what your
purpose for reading it might be in a healthcare setting. Just like any other part of the Reading sub-test,
questions in Part B reflect the real-life purpose of reading, so approaching it from that point of view
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will help you prepare. For example, if a patient refuses to allow marking of the surgical site before an
operation, you would check the pre-operative guidelines to see what you should do. A Part B question
on pre-operative guidelines may ask you to identify what the guidelines say about what to do if patients
refuse pre-operative surgical site marking.

You are always told what type of communication the extract in a Part B question is taken from, so

you will know what you're reading about. You will also be given some background information in the
context sentence, which will help you understand its setting. Take time to understand the context before
reading the extract and answering the question. A good strategy is to focus on what the extract as a
whole is conveying, and on what the question is asking you to do.

To do this, ask yourself:

e What kind of extract is this and who are the intended readers?
e Why would the readers need to read this sort of communication?
* What is the question asking me to do?

Use the context given in the extract and the question before deciding on your answer. Once you read
the extract with the context in mind, you'll be able to focus on its meaning, rather than approach it in
isolation.

Reading questions and answer options

Workplace communications typically contain specific verbs that carry subtle but significant differences
in meaning. It's important to pay attention to these words when reading extracts and answer options,
because they can help you better understand the meaning of the text or the question.

For example, the words ‘supervise’ and ‘delegate’ are typically used in the context of communications
for staff in charge of a department, and although related, they mean different things. For example,

if a notice instructs senior nurses to delegate certain tasks during busy periods, then a senior nurse
would need to decide which tasks are suitable for delegating (giving) to other members of staff, and
would then need to supervise (oversee) these staff to ensure they were carrying out the delegated tasks
properly. Understanding the difference in meaning between these two words is crucial.

Similarly, answer options in Part B questions may also contain verbs that could help you understand
what the question is asking. Look at the following short extract from an email to nurses in charge of
operating rooms, and a sample question.

Charge nurses are instructed to assign responsibility of assessing availability of rooms and room allocation
to another nurse in the Operating Room (OR) team. However, please continue fo oversee patient flow from
other units into the OR. It is imperative to continue all other work related to scheduling of patients with the
attending anaesthesiologist.

The email asks charge nurses to

(A) delegate distribution of rooms.

supervise the anaesthesiologist.

@ authorise OR team members to perform surgery.

If you understand the meaning of the three verbs in italics, you'll be able to answer the question since
you can connect the meaning in the answer options to the meaning of the extract. In this example, the
answer is Option A since the only responsibility charge nurses can ‘delegate’, or give away, to another
team member is assessing the availability and distribution of rooms.
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Task 1

Match the verbs with their meanings.

Verb Answer

Meaning

Reading details in workplace communication

Every organisation communicates to its employees through emails, memos, guidelines or policies. The
way you read them depends on your purpose for doing so. For example, you usually consult guidelines
or policies when faced with a problem or unusual situation and want to know what to do. When looking
for advice in a guideline or policy, you read one or two details carefully. Some Part B questions test your
ability to read for detail. This means you read some pieces of information very carefully, paying attention
to the meaning of a particular part of the text.

Guidelines

Guideline extracts in Part B typically deal with work practices related to the administration and
implementation of safety procedures. In Part B, you may read a small part of a set of such guidelines on
a subject. This guideline extract has a heading, and is usually numbered to show that it's part of a bigger
set of guidelines.

When you read these kinds of guidelines, you probably look for what they say on a particular issue, so
it's often the case that in these types of questions you need to read certain sentences of the extract
more carefully than others. For example, you may be asked to read a detail relating to

When answering these questions, focus on a part of the extract rather than the whole text, and read the
question carefully to understand exactly what you need to look for.
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Read these sentences from Part B extracts from guidelines that will be used in the tasks in this
Chapter. Identify whether the sentence tells you when to do something, how to do something, or
why it's important to do something.

What the guideline says ... When, how or why?

Look at an example of a question about guideline extract 4.2.3 on the next page.

Part B Question 1
1. The extract from the guidelines reminds nurses to monitor oxygen saturation levels
@ when a patient’s condition changes unexpectedly.

less frequently in patients with certain conditions.

(C) with other observations to assess a patient's condifion.

If you think about the wording of question 1 and its implications, this kind of guideline extract would
probably be consulted by nurses when they want to check whether they’re doing something correctly.
The question asks what the guidelines ‘remind’ nurses to do. Their purpose for reading is to look for the
reminder about what they must do. In the question, the word ‘monitor’ means observing or checking
over a period of time, so they're looking for guidance on when to do something. In this case, they need
to look for guidance on when to monitor oxygen saturation levels.

The extract explains that patients should be referred to a doctor if their saturation levels drop. It also
describes how to tell if a patient’s condition has deteriorated. However, there is only one sentence that
explains when to record their oxygen saturation levels.

Now, read the extract with this context in mind and then answer the question.
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4.2.3 Oxygen saturation levels

Patients must be referred to a doctor and evaluated immediately should their oxygen saturation levels fall
suddenly. The Early Warning Score (EWS) protocol gives medical and nursing staff guidance about which
oxygen saturation levels should be reported (< 90%). A patient’s oxygen satfuration levels must be recorded
at the same time as their vital signs as frequently as their condition requires. Deterioration in a patient’s
condition can be assessed by observing a patient’s skin colour and respiratory rate. A bluish tinge to the
skin can indicate peripheral cyanosis whilst a respiratory rate of less than 8, or more than 25, is outside the
normal respiratory rafe range.

Now that you've understood how to read guidelines with a context and purpose, try and answer a
Part B question based on a notice using the same approach. To help you understand how to do this,
the context and purpose have been described in the table below with the help of three questions.

a. What kind of extract is this, and who are the  Itis a notice for care home staff.
intended readers?

b. Why would the readers need to read this sort  The notice may be announcing a new update, informing
of communication? them of changes, or reminding them to do something.

¢. What is the question asking me to do? It is asking me to find out what care home staff need to do
regarding residents who manage their own medication.

Now answer Part B Question 2, referring to the notice below for context and purpose.

Part B Question 2

2. The notice is informing care home staff of the need to
@ supervise residents closely if they’re managing their own medication.
encourage residents who would like to manage their own medication.

@ monitor residents to ensure that they are able to manage their own medication.

Self-administration of medications

Care home staff should assume that residents can manage their own medicines, unless a risk assessment
indicates otherwise. An individual risk assessment should always be undertaken to determine how much
support is needed by a resident to continue their self-administration of medications. Risk assessments take
a resident’s wishes into consideration as well as deciding whether residents may be harmed, should they
continue managing their own medications. Mental capacity plays a part in whether the correct dose and
time of administration can be followed, so regular reviews of the risk assessment must be performed. The
frequency of the risk assessment will be based on the individual needs of each resident, and must involve
both the resident and their family in the decision-making.

Reading for main ideas in workplace communications

You may also be asked to identify the main idea in a workplace communication. This requires reading
for the overall message of the extract rather than for one or two details.

In order to recognise the main idea, identify what each sentence is about. The sentences may be
instructions, reasons, examples or descriptions of the main idea. One or two details in the extract may not
be related to the main idea, so focus on the overall meaning rather than worrying about one or two details.
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Guidelines

You may consult guidelines when you want to know what to do in a particular situation or when faced
with a specific issue.

Look at the following extract from some guidelines on oral hygiene. Think about the key phrases in each
sentence. Some words have been highlighted to help you.

Most of the sentences in this
extract talk about appropriate
ways to maintain oral hygiene
without affecting saliva.

The main idea of this guideline extract is how to maintain moisture balance in the mouth when using
oral hygiene products. Most of the sentences in the extract are about products to use or avoid in order
to maintain moisture balance in the mouth.

Look at the following guideline extracts and select the main idea that fits each one best. As you
read, pay attention to what the reasons, examples, descriptions or instructions are about.

1. Which of the following is the best main idea for the extract?

(A) classification of patients for testing

exceptions to testing
(C) precautions to take when testing
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