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Complete the TEEL tasks below. Please note that the use of AI is not permitted for this task.
1. Read the paragraph below.
Identify the TEEL structure in the paragraph.
Write the correct part of TEEL next to each sentence in the square brackets.
· T: [Topic Sentence]
· EXP: [Explanation] 
· E: [Evidence / Example] 
· L: [Link Sentence] 


Paragraph
[T] Using data to make business decisions improves efficiency and reduces risk. Many businesses now analyse data to guide pricing, stock levels, and planning. [EXP] Research from McKinsey Global Institute (2017) found that data-driven organizations are significantly more likely to acquire customers and be profitable than those that rely on intuition. [E] This shows that using data can directly improve business performance. [EXP] It is not just about collecting information. [L] Additionally, businesses must also use the data to make informed decisions. [ EXP] For example, data can highlight which products are selling well and which are not. [E] This allows managers to adjust quickly and reduce waste. [L]Over time, these small decisions can lead to higher profits and better use of resources. [L] Overall, using data supports more accurate and effective business decision-making.
2. Find the cohesive devices in the above paragraph and highlight or underline them. Then fill in the answers for each below. 

A, Device: Additionally, -   Extending the idea by adding further supporting details.
B, Device: For Example, - Purpose: introduces a specific illustration which clarifies the point bei
C, Device: Overall	- Purpose: concludes the paragraph by bringing the ideas together and reinforcing the main argument. 
3. Choose the strongest topic sentence from the options below.

A) Time management is important.
B) Time management is important because it helps people organise their work.
C) Time management is important because it helps employees prioritise tasks, meet deadlines, and reduce workplace stress, leading to higher productivity.

4. Choose the strongest explanation sentence
Topic Sentence:
 Good teamwork is important in the workplace because it helps employees achieve shared goals efficiently.
Which is the best explanation?
A) Teamwork happens in many workplaces.
 B) When employees collaborate effectively, they can share ideas, solve problems faster, and support each other’s strengths.
 	C) Some people prefer to work alone.
5.  Choose the strongest evidence/example
Topic Sentence:
 Workplace training is essential because it helps employees improve their skills and performance.
Explanation:
 When employees receive proper training, they become more confident and capable in their roles.
Which is the best evidence/example?
a) Training is something companies often provide.
b) A study by LinkedIn (2023) found that 94% of employees said they would stay longer at a company that invests in their learning.
c) Employees go to work every day.

6.  Choose the best linking sentence
Topic Sentence:
 	Flexible working hours can improve employee satisfaction and productivity.
Explanation + Evidence:
 When employees can manage their own schedules, they are better able to balance work and personal responsibilities. For example, many companies report increased performance after introducing flexible working policies.
Which is the best linking sentence?
A) Flexible working is becoming more common.
B) Employees like flexibility. 
C) Overall, flexible working hours contribute to a more productive and satisfying workforce.
Write the final draft of your TEEL paragraph on your chosen topic here. This is the final draft of the paragraph you started in class!
Teel Final Draft 
Communication is important in the workplace because it helps employees collaborate effectively and achieve shared goals. This is especially prevalent within the food industry, especially in the restaurant business. When employees receive clear instructions, constructive feedback, and open channel discussion, they are more likely to feel confident, supported, and able to perform their tasks successfully. There are multiple examples of this where this is used in the restaurant business, for example kitchen staff as well as the ‘front of house where the waiters are serving the customers and to ensure customer satisfaction is always met. For example, McKinsey (2023) explains that organisations with effective communication systems experience faster problem-solving and stronger teamwork because employees can share openly. Delite (2022) also notes that transparent communication builds trust, which encourages employees to participate more actively in decision-making. The purpose of this allows business to thrive in terms of profit and customer satisfaction and if any members of staff are in need to help they are able to use teamwork to help guide them through processes that they may not be sure of. This shows that communication is not only about exchanging information but also about creating a positive environment where employees feel valued and included in decisions and therefore able to collaborate with other team members. It can also be argued that communication is that foundation of business thriving as it can promote teamwork and other beneficial factors to help businesses to grow successfully. Overall, when organisations invest in strong communication practices, they build a more connected, productive, and high-performing workforce (Harvard Business Review, 2021).
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My chosen topic:
The importance of communication in the workplace

Step 2: Why did you choose this topic?

Think briefly about why this topic feels easier for you. Where
does your knowledge come from? For example: work
experience, news, social media, reading, conversations, or your
own life experience.

Write short notes here. Do not worry about grammar. These
notes do not need to be full sentences.

With the line of work | work in especially as a manager in the food/restaurant industry, it is

imperative that communication in workplace is used effectively to ensure all teams within the
business are able to function together.

Step 3: Brainstorm your ideas

Write as many ideas as you can. Do not edit. Do not stop. There
are no bad ideas at this stage. Keywords and short phrases are
fine. Set a timer for 5 minutes and just KEEP WRITING!

Brainstorm here:
Clear communication is the foundation for a business to ensure it functions properly.

Employees are able to speak openly and freely without being scared

Confidence and support is imperative.

Step 4: Choose your best ideas
Look at your brainstorm. Choose 1-3 strong reasons, points or
impacts that you can explain in your paragraph.

My best idea / reason / point 1:

Employees are able to collaborate effectively if there is communication being met. An example of
this is within the restaurant business where you have sections such as front of house and
kitchen. There must be clear communication and guidance so that the staff are able to work
together.

My best idea / reason / point 2:

If a business is able to use to proper communication then it is very likely that the customers or
consumers of the particular business is able to enjoy the experience more, this is due to the fact
they are able to see the that the service that is provided is appropriate for the business and
hence are able to use their services again.

boctide eason / point 3 (optional):
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Week 6 Catch-Up: Paragraph Workshop
For students who missed Week 6 Academic Skills

Before you start

« This worksheet helps you start Draft 1 for Task 2.

» Task 2 asks you to answer some questions about TEEL and
then write one TEEL paragraph in the same template.

* Bring this completed worksheet and your Draft 1/2 paragraph
to Week 7.

* Do not use Al to write, edit or improve your paragraph. This is
practice for your own thinking and writing.

Quick reminder: What is TEEL?
* T = Topic sentence: the first sentence. It gives the main idea of

the paragraph and the main reasons, points or impacts you will
discuss.

* E = Evidence / Example: information or an example that
supports your idea.

* E = Explanation: explain your idea in more detail. Show why it
matters.

« L = Link: a final sentence that connects the ideas in your
paragraph and ties everything together clearly.

Step 1: Choose one topic

Step 1: Choose one topic

Choose the topic you feel most comfortable with today. Pick the
one you can write about without doing lots of research first.

IChoose one|Topic | think | know about this

[s] The importance of motivation in |0 Alot 0 Some 0O Not much
ithe workplace

(s} How to build resilience inthe |0 Alot 0 Some O Not much|
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My chosen topic:

The importance of communication in the workplace

Step 2: Why did you choose this topic?

Think briefly about why this topic feels easier for you. Where
does your knowledge come from? For example: work
experience, news, social media, reading, conversations, or your
own life experience.

Write short notes here. Do not worry about grammar. These
notes do not need to be full sentences.

With the line of work | work in especially as a manager in the food/restaurant industry, it is
imperative that communication in workplace is used effectively to ensure all teams within the
business are able to function together.
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yrm your ideas
Write as many ideas as you can. Do not edit. Do not stop. There
are no bad ideas at this stage. Keywords and short phrases are
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Step 4: Choose your best ideas
Look at your brainstorm. Choose 1-3 strong reasons, points or
impacts that you can explain in your paragraph.

My best idea / reason / point 1:

Employees are able to collaborate effectively if there is communication being met. An example of
this is within the restaurant business where you have sections such as front of house and
kitchen. There must be clear communication and guidance so that the staff are able to work
together.

My best idea / reason / point 2:

If a business is able to use to proper communication then it is very likely that the customers or
consumers of the particular business is able to enjoy the experience more, this is due to the fact
they are able to see the that the service that is provided is appropriate for the business and
hence are able to use their services again.

My best idea / reason / point 3 (optional):

Step 5: Write your topic sentence

A strong topic sentence tells the reader the main idea of the
paragraph and gives 1-3 reasons, points or impacts you will
explain.

THIS IS AN EXAMPLE TOPIC SENTENCE. PLEASE DO NOT
WRITE ABOUT TIME MANAGEMENT.

Example: Time management is important at university because
it helps students meet deadlines, reduce stress, and plan their
study time more effectively.

* Main idea: communication is important in the workplace as this
can clearly achieve members of staff to collaborate more

effectively and a achieve further goals

* Reason 1: in the restaurant industry it is important that
communication is used as there the ‘front of house’ and the
kitchen staff need to communicate to ensure that customer
services are being met.

* Reason 2: it can reduce stress as staff are able to know what
they are doing and all sharing the same goal of keeping clients
happy. If there is a district in communication this could cause
disarray and a disconnect whereby the staff and clients are not
able to feel satisfied.

* Reason 3: it also causes a smoother experience with the staff
as if there are all on the same page then it will encourage staff to
request for help if needed causing also effective teamwork.

Now write your topic sentence for your chosen workplace

topic above:

* communication is important in the workplace as this can clearly achieve members of staff to
collaborate more effectively and a achieve further goals
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THIS IS AN EXAMPLE TOPIC SENTENCE. PLEASE DO
WRITE ABOUT TIME MANAGEMENT.

Example: Time management is important at university because
it helps students meet deadlines, reduce stress, and plan their
study time more effectively.

* Main idea: communication is important in the workplace as this
can clearly achieve members of staff to collaborate more

effectively and a achieve further goals

* Reason 1: in the restaurant industry it is important that
communication is used as there the ‘front of house’ and the
kitchen staff need to communicate to ensure that customer
services are being met.

* Reason 2: it can reduce stress as staff are able to know what
they are doing and all sharing the same goal of keeping clients
happy. If there is a district in communication this could cause
disarray and a disconnect whereby the staff and clients are not
able to feel satisfied.

* Reason 3: it also causes a smoother experience with the staff

as if there are all on the same page then it will encourage staff to
request for help if needed causing also effective teamwork.

Now write your topic sentence for your chosen workplace
topic above:

+ communication is important in the workplace as this can clearly achieve members of staff to
collaborate more effectively and a achieve further goals

Step 6: Write Draft 1 of your paragraph

Now write your first draft. Do not worry about perfection. Focus
on clear ideas and structure. You can add formal evidence later.
Draft 1 paragraph:

Communication is important in the workplace because it helps employees work effectively
and achieve shared goals this is especially prevalent in the restaurant and food industry.
When employees receive clear communication they are more likely to feel confident,
supported, and able to perform their tasks-successfully. For example, the food and rest
isn't business is always having to ensure this is maintained between staff so that the
consumers are able to enjoy their experience more and result in growth within the
industry. This shows that communication is not only about exchanging information but
also about creating a positive environment where employees feel valued and included as
well as the most important aspect which is ensuring that customers are able to use their
services again which engages in business growth and as such it can be highlighted that
the communication is the foundation of the business.
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