ENGLISH FOR PUBLIC SERVANTS

This course has been specially designed for public servants who are
non-native learners of English with a view to helping them to effectively
communicate orally and express themselves coherently in writing. The
salient features of the book are —

It contains passages of varied interest which are intended to awaken
the students’ desire for the pursuit of further studies.

Necessary grammatical features have been organized into Language
functions, with special emphasis on the tenses and common
sentence patterns.

The book provides samples of academic and practical writing with
practice material for such students who need to prepare
advertisements, reports etc.

Language is perhaps the greatest gift of nature to mankind. Its
communicative utility is not confined to more conveying of information. It
has the surpassing mission of promoting the communion of hearts and
achieving peace. The ultimate object of the book, therefore is promotion of
understanding both linguistic and social.

The public servant in the midst of his cumbersome duties would do
welléf he could eke out some time to devote for the study of language
which would definitely ennoble his mind and enrich his thoughts.

Nimal Samarasundera,

Commissioner of Official Languages.
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introduction

The 13th and 16th amendments to the Constitution stipulate that both
Sinhala and Tami! enjoy the position of Official Languages in the Republic of Sri
Lanka while English is recognized as the link language. The present language
law also guarantees the citizen the option of using any of these three languages
in transacting official business with the State. This makes it imperative that the
entire administrative set-up (including the private sector) be geared towards the
implementation of the Official Language policy by equipping every public servant
with a working knowledge of each of the three languages.

L]

The Department of Official Languages is entrusted with the task of working
out an island-wide programme in teaching Sinhala to Tamil public servants and
vice-versa and English to both. This rather extensive project has been phased
out io train approximately 15,00% public servants ata time (annually). The training
programme which is already being launched ramifies itself to the administrative
division of every D. G. A. through out the island enabling public servants belonging
to all cadres to participate in the language learning programme in their respective
divisions.

This programme will be implemented in three stages, spread out cver a
time span of 108 hours covering approximately nine months. The Course
components will comprise, comprehension, oral expression (conversation)
reading, writing and elements of functional grammar in such proportion as to
equip the student with a working knowledge of the language roughly equivalent
to the G. C. E. (O/L.) standard of attainment.

As this is an intensive course catering to assorted groups consisting of
individuals having varying standards of language ability, such methodology as to
cope with the varying needs will have to be used. It is with this task in view, that
the present handbook is issued. This book is mainly intended for student’s use.
In drawing up the exercises, we have taken into consideration the fact that most
students need specific practice in the various skills, particularly in comprehending
and writing. The material is designed to cover the essential requirements pertaining
to grammatical items and structural patterns, necessary for the aquisition of a
working knowledge of the Language. Most passages in the book are such that
students can attempt more or less independen{ly in regard to the comprehension
exercises. But the teacher's active guidance by way of explanation, is expected
in matters of grammar, complex structures and usage. It is also vital that extra-



work, of a supplementary nature of grammar in addition to these legson mgteri-
als, Students are advised to use the new language at very opportunity availabl.-a
both in and outside class and at the place of work as oral use of thg Ia_nguage is
a very important element in the learning of a language. It i's ben'eflmal if teachgrs
can organise a Class library with the help of the students with a view 0 developing
the reading habit in the new language. The use of supplementary readers (graded)
throughout the course is recommended.

While the language law makes it compulsory that every public servant
should have a working knowledge of the three Ianguag.es. it also becomes
obligatory on the part of every public servant to equip himself adequately to
serve the citizen satisfactorily, in any part of the coqntry. Knowledge of the three
languages has the added advantage of establishing firmer bonds among the
different ethnic groups constituting the Sri Lankan nation.

Nimal Samarasundera,
Commissioner of Official Languages.

30th April, 1992,
Whiteaway's Building,

Sir Baron Jayatilake Mawatha,
Colombo 01.

INTRODUCTION. TO THE SEVENTH EDITION .

Due to the increasing demand, arising not only from its target group i.e.
the public servants, but also from the general public who wish to learn English,
the Seventh edition of this book is now ready for sale.

It was my predecessor, Mrs. Padma D. Jayaweera, the Commissioner
of Official Languages from March 2001 to August 2004, who made the ar-
rangements to publish this Sixth edition. Before she retired from public service
in August 2004, she has completed the ground work for this edition without
which this could not have been achieved in tim.e.

| wish to invite your valuable observations regarding the contents of this
book in order to make any revisions required in future.

thank you for using this book and | expect that you will enjoy learning English
with it.

SENARATH GUNASENA
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LESSON |

MY COUNTRY

Sri Lanka is my country. Itis an island. It is in the Indian Ocean. Itis 435.2
kilometres long and it is 224 kilometres wide. Its area is 64,849.92 square
kilometres. Sri Jayewardenepura is the capital of Sri Lanka. There are 25 districts
in Sri Lanka. There are several communities of people in Sri Lanka. They are the
Sinhalese, the Tamils, the Muslims, the Burghers and the Europeans. Paddy is
the chief crop of Sri Lanka. Sri Lanka is an agricultural country. The population
of Sri Lanka is about 17 million.

Answer the following questions :
1. What is Sri Lanka ?
2. Where is Sri Lanka ?
3. What is the Capital of Sri Lanka ?
4. What is the area of Sri Lanka ?
5. What is the population of Sri Lanka ?
(i) Asentence is a group of words which gives a complete meaning.

Eg. Animals live in the jungle.
Birds build nests.
Children like sweets.
A Sentence has two parts : a Subject and a Predicate.
The Subject is the word in a sentence about which the sentence speaks.

The Predicate is the word (or group of words) which tells something about

the Subject.

Subject Predicate
1. Parrots talk
2. Children like sweets
3. Peacock is pr_oud



ii. In a sentence a noun stands as the subject. A noun is a naming word. A
noun is the name of a person, place or thing. In the following examples the
thick-lettered words are nouns.

Dogs bark
Children play
The building is tall

A Verb forms the predicate in a sentence. In the following sentences the
thick-lettered words are verbs.

Eg. : Tom likes tomatges.
King-kong plays ping-pong.
Lightis bright

iii. The simplest form of the verb is the ‘be verb'. The be verb expresses a state
of being or the nature of the subject.

Eg. : The sky is blue. Napoleon was fearless.

The Simplest sentence pattern is formed with the ‘be verb'. The be verbs
are :

am, is, are, was, were

Eg.: 1.lam ateacher.
2. John is a player.
3. Napoleon was a ruler.
4. The soldiers were brave_

§
In this sentence pattern there are 3 parts viz,

Subject + be verb + complement
(The complement can be an adjective, a noun or an adverbial phrase)

Eg. : Rose is beautiful (Adjective)
SrilLankais an island (Noun)
The Manager is inside the room (Adverbial phrase)

In the above sentences the thick-lettered words are complements.
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The sentences in the above passage contain 'be’ verbs.

In another kind of sentence pattern we have an ‘action verb’ which forms
(part of) the predicate.

An action verb tells us about the action of the subject. Look at the following
sentences.

Lions roar.
The cloek ticked.
The game ended in a tie.

The action verbs in the above sentences are intransitive. An intransitive
verb does not have an object. Read the following examples.

Bee makes honey.
Sha Jahan built Taj Mahal. .
The President inaugurated the Sucharitha Movement.

-

In the above sentences the verbs are transitive. A transitive verb takes an object.
3



Read the following paragraph carefully and

(I) Divide each sentence into Subject and Predicate
(i) Make a te?ble of the sentences in the Paragraph and list the Subjects
be verbs’ and the Complements separately in three columns.

MYSELF

My name is John. | am an audit officer. | am i i
‘ : j . Iam in the Valuation Department
;?rzteh\lalluathn GDe,panment is at Maradana. It is two miles away frorr? Fort Mg}
ace is Gala i i isi :
Provinpc s gedara. It is ten miles off Kandy. Kandy is in the Central

Using the table given below make .
. as man
possible. y meaningful sentences as

Eg. :1. |am a doctor.
2. The girlis beautiful.
3. Walking is easy.

SUBJECT PREDICATE
Noun (Pronoun) Singular Verb Complement
|
Clerk
gze am (a) male-nurse
: is (an) typist
engineer
Thefile ﬁa);ec:l'?: 4
. The telephone easy r
Thetray - is (an) useful
Mr. Bennette (an) heavy
Th iffi
= ae: kc::sk difficult
L g beautiful
e girl wooden
Swimming brown
Reading

LESSON I
THE LION FLAG

Our National flag is the Lion Flag. It has an emblem of an artistic lion on
a maroon back ground. It has four colours ; yellow, maroon, green and orange.
The lion is holding a sword in its right paw and is facing the left towards the flag
pole. In the four corners of the flag there are four bo-leaves. The emblem of the
lion is in yellow colour. There are two stripes of green and orange in the lion flag.
They are on the left of the flag. They mean the rights of the minority races in Sri
Lanka. When the flag is hoisted in all State buildings on national days it reminds
people of the spirit of the nation. Itis one of the oldest flags in the world. There
are rules regarding the use of the national flag laid down by the government.
Every citizen of Sri Lanka must stand up in respect when the National Flag is

hoisted. So do the visitors to this country.

Answer the following questions :

1. What is Sri Lanka’s National Flag ?
2. What emblem does the flag have ?
3. What do you find on the four corners of the flag ?

4. What are the four colours in the flag ?
5. What do the stripes stand for ?

6. When is the flag hoisted ?
7. What should every citizen do, when it is hoisted ?

8. How do we respect the flag ?

() InLesson | we learntthatanounisa naming word. It denotes a person,
place or thing. Look at the nouns below :

persons places things
mother village book
teacher park ball
child station box

(i) Read the following sentences. Each noun is in thick-letters.

The girl sings. (Person)
The school closes at three. (Place)
The cat purred. (animal)



iii. Most English nouns have a singularand a plural form.

Singular Plural
elephant elephanis
pencil pencils
fruit fruits

iv. Most nouns like the above examples, form the plural by adding ‘s’ to the
singular.

v Most nouns thatend in ‘s, ‘x’, ‘', 'sh’, and 'ch’ form the plural by adding
-es.

Eg.:bus-buses;  box-boxes; brush-brushes : match-matches

vi. Most nouns that end in a vowel + y torm the plural by adding ‘s’. Most
nouns that end in a consonant +y change the 'y’ to ', and add ‘es’ to form

the plural. -

way - ways chilly - chillies
donkey - donkeys city - cities
valley - valleys puppy - puppies

vii. Some nouns that end in ‘' or ‘fe’ form the plural by adding ‘s’.

Some nouns that end in 'f' or ‘fe' change the ‘' or ‘fe’ to 'v' and add ‘es’.

roof - roofs thief - thieves
dwarf - dwarfs leaf - leaves
safe - safes knife - knives

viii. Some nouns that end in ‘o’ add ‘s’ to form the plural. A few nouns that end
in ‘0" add ‘es’ to form the plural.

ég. : piano - pianos hero - heroes
radio - radios potato - potatoes
cuckoo - cuckoos . mosquito - mosquitoes

ix. There are some nouns that are irregular in forming the plurals.

Eg.: child - children mouse - mice
ox - oxen foot - feet

X. Afew nouns have the same form in the singular and the plural.

deer, sheep, fish

Divide the following sentences into SUBJECT AND PREDICATE

Find out the nouns in the SUBJECT

The file is on the table.

The peon carries the file.

The clerk writes a letter.

Tobacco is bad for health.

The old man smokes cigars.

Running is a good exercise.

The dog is running into the canteen.

. The director goes through the files everyday.
. Reading makes a person great. ;
The coconut tree grows in the garden.

SQOE NG RLN =

—

Pronouns

(i) Apronoun is aword that stands in place of a noun. Look at the following
sentences :

1. Kamala is in the garden.
2. She is watering the plants.

In the first sentence ‘Kamala’ is the subject. ‘Kamala' is a noun. In the
second sentence ‘she’ is the subject. The word ‘she’ is a pronoun.

(i) Like a noun a pronoun can become the object in a sentence.

Read the following sentences.

1. Nimal met Kamala.
2. He met her yesterday.

In the second sentence, the pronoun ‘he’ is the subject and the pronoun
‘her’ is the object. ‘Her' is the object form of she.

~

(i) Pronouns have many forms. The pronouns in the following chart are called
personal pronouns. ;

3-CM 2578



SUBJECTFORM OBJECTFORM POSSESSIVE FORM

SINGULAR I me my, mine
You you your, yours
He him his
She her her, hers
it it its
PLURAL We us our, ours
You you your, yours
They them their, theirs

Y

IV. The following are demonstrative pronouns :
This, These, That, Those

V. The following are some of the indefinite pronouns.

each everybody nobody

one everyone none

somebody anybody few

someone anyone many
EXERCISE

Make a list of the pronouns in the following sentences. Write them in three
separate columns identifying the three different forms.

1.1 have met you somewhere,
2.Heis proﬁd of his new boots.

¥ 3.We brought them and their pets.
4. She does her work well.
5. They are waiting for us outside.

EXERCISE

Read the following paragraph. Make a list of the pronouns showing the
different forms in three different columns.

From this book of nature we would learn something of those far off days

when no man or animal lived on this earth of ours. As we read on we shall see
the first animals appear and later more and more animals. And then will come

8

man and woman but they will be very different from the men and women we see
today. They will be savages not very different from animals. Gradually they will
gather experience and begin to think. The power of thought will make them
really different from the animals. It will be a real power which will make them
stronger than the biggest and fiercest animal. You see today a little man sit on
top of a great big elephant and make him do what he wills.

POSSESSIVE NOUNS
A Noun that shows ownership (Possession) is called a possessive noun.
Look at these sentences.

L]

1. The name of the captain is Nimal.
2. The captain’s name is Nimal.

Both the sentences have the same meaning. The word “captain’s” in sentence
2 is in the possessive form.

Singular nouns form the possessive by adding an apostrophe (') and s.

Plural Nouns ending in ‘s’ form the possessive by adding and apostrophe
only. Look at the following sentences.

1. The shirts of the boys are colourful.
2. The boys' shirts are colourful.

Plural nouns that do not end in ‘s’ form the possessive by adding an apostrophe
and s.

Eg. : The child’s toys are in the bag.
The children’s toys are in the bag.






































































































































































































