
 

Read through the extract.  Find any unknown words and write them in the block 

below.   

Use a dictionary and find synonyms for the unknown words.  Re-read the passage 

using the synonyms and make sure you understand the text. 

 

 

 

 

 

• Read the text slowly and thoroughly. 

• Use a pencil to circle and underline facts and names. 

Instructions: 

Read the following text and summarise the steps to follow in sequence. 

Write seven instructions.  Do not use more than 50 words. 

How to keep our classrooms clean to prevent Covid-19 from spreading. 

Make sure you have the broom, dustpan a cloth and a bucket of water, most 

importantly the disinfectant and sanitiser.  These are kept in the cupboard next to the 

door.  Fill the bucket with water from the tap outside on the quad. Put all the chairs 

on the tables, upside down, legs to the ceiling.  Pick up any litter and place in 

dustbin.  Start sweeping from the back of the class, collect everything with the 

dustpan and empty full dustbin in the big black bin at the stairs.  Return to the class, 

with the bucket and mop.  Make sure you have disinfectant in the water.  Wet the 

mop and start mopping, in the same direction as you swept. Wait for the floor to dry, 

empty the bucket in the drain outside the staffroom. Rinse the bucket and mop 

carefully.  

Take the chairs off the tables, push them in tidily.   Spray the sanitiser onto all the 

desk and other surfaces.  Wipe all surfaces carefully.  Make sure you clean teacher’s 

desk and bookshelves as well.  It will be a good idea to wipe the white or blackboard 

as well.  Pay special attention to the door and cupboard handles and windowsills.  

Rinse out the cloth thoroughly, empty and rinse the bucket.   

Return all the equipment to the cupboard and make sure the classroom is ready for 

your friends to come back to school.  Keep the sanitiser spray close to the door to 

spray the teacher and learners as they enter. 

Adapted from Gr 7 FAL, Top Class,  textbook p 86. 

text length 247 words.  

  

How to write a summary. 

STEP 1  



 

• Re-read the text, using a different coloured pencil to lift out the facts. 

• Number the main ideas from each paragraph.  Note that there may be more 

than one fact per paragraph.  

 

 

• DRAFT:  Make a list of the basic key words found. 

• Now use the key words and formulate your own sentences. 

• Do not include descriptions or figurative language. Only facts. 

• Use one word for phrases or sentences. 

• Do not repeat facts. 

 

• Make sure of which format must be used. (paragraph or point form) 

• Re-write the sentences neatly, make sure you use the correct punctuation. 

• Check yourself by making sure you are using full sentences and do the 

necessary editing and correcting. 

• Count your words to make sure you are just below or over the required 

number. 

• While writing make sure you correct spelling and grammar errors. 

• Your summary should read easily and make sense using the relevant 

information as required.  

 

 

• Read the instructions thoroughly and use your pen or pencil to tick off on the 

checklist below.  Remember to hand in your draft copy as well. 

• Once you are sure that your summary has all the requirements, proceed to 

write your NEAT AND FINAL COPY TO PRESENT. 

• Count the words used and write it clearly at the end of your summary. 

  

 

 

 

 

 

 

 

 

STEP 2  

STEP 3  

STEP 4 

STEP 5 

Checklist for summary writing  -  Tick the following steps which you followed: 

1.  Read through text at least twice.      _____ 

2.  Underlined main ideas and concepts      _____ 

3.  Used my own words in sentences    _____ 

4.  Used full sentences (only one fact per sentence)  _____ 

5.  Correct punctuation used     _____ 

6.  Number of words, carefully counted and recorded  _____ 

7.  Correct format used .     _____ 

8.  Editing and corrections done, both summaries handed in _____ 

9.  Correct instructions followed:  e.g.  summarise text, find main ideas, make 

a list, write instructions, write in correct sequence,  etc. _____ 

   _____ 



EXEMPLAR 

How to keep our classrooms clean to prevent Covid-19 from spreading. 

Make sure you have the ¹ broom, dustpan a cloth and a bucket of water, most 

importantly the disinfectant and sanitiser.  These are kept in the cupboard next to the 

door.  Fill the ² bucket with water from the tap outside on the quad. Put all the            

³ chairs on the tables, upside down, legs to the ceiling.  Pick up any 4 litter and place 

in dustbin.  Start 5  sweeping from the back of the class, collect everything with the 

dustpan and empty full dustbin in the big black bin at the stairs.  Return to the class, 

with the bucket and  6 mop.  Make sure you have disinfectant in the water.  Wet the 

mop and start mopping, in the same direction as you swept. Wait for the floor to dry, 

empty the bucket in the drain outside the staffroom. Rinse the bucket and mop 

carefully.  

Take the chairs off the tables, push them in tidily.   Spray the  7 sanitiser onto all the 

desk and other surfaces.  Wipe all surfaces carefully.  Make sure you clean teacher’s 

desk and bookshelves as well.  It will be a good idea to wipe the white or blackboard 

as well.  Pay special attention to the door and cupboard handles and windowsills.  

Rinse out the cloth thoroughly, empty and rinse the bucket.   

Return all the equipment to the cupboard and make sure the classroom is ready for 

your friends to come back to school.  Keep the sanitiser spray close to the door to 

spray the teacher and learners as they enter. 

Draft writing: 

Key words:  (look for verbs or nouns to guide you) 
1.  equipment 
2.  bucket 
3.  litter 
4.  chairs 
5.  sweep 
6.  mop 
7.  sanitiser 
 
Now formulate your own sentences using these words. 
1.  Collect all equipment from the cupboard. 
2.  Fill the bucket with water and disinfectant. 
3.  Pick up the litter  
4.  Put chairs onto tables. 
5.  Sweep from the back of classroom. 
6.  Then Mop the floor thoroughly. 



7.  Sanitise all surfaces and handles.  (34 words) then pack away all equipment. 
 
After editing we are on 47 words. 
  
Note:  must be 50 words, so add some information to the sentences. 
 
It is acceptable to have 3 words below or over the required number. 
 
Note:  Let the learners write the basic facts first, then after counting, through editing 
add more information to get to the correct word count. 
That is why draft writing is so very important and this is the vital skill in summary 
writing. 
 

Summarising can be a lot of work, 

but it is very important. 

Practice writing and shortening the 

information to help with your future 

studies. 


